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ABSTRACT 

This document contains validated activities and 
competencies needed by information professionals working in an 
information center/clearinghouse. The activities and competencies are 
organized according to the functions which information center 
professionals perform; acquisitions; thesaurus development and 
control; indexing/abstracting; reference/information analysis; and 
publications and product management. Within each function, 
competencies are grouped under the categories of Knowledge, Skills, 
and Attitudes, and three professional levels are dealt with: entry 
level (0-3 years experience), mid-level (4-9 years expedience), and 
senior level (10 or more years experience). (THC) 
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nils document contains validated activities and coqpetencies needed 
by information professionals working in an information center/ 
clearinghouse. The following operational definition of ccajgetency was 
developed: 

A oa^pc^ency is a gen«ic knoirled9e# AiU or attitude of a person 
that is oaiDBBlly related to effective behavior as dcmistrated 
through estesnal perforaanoe criteria# itere: 

• Khovledge is having infocaation about, knaidng# laiderfltandingf 
being acquainted iiith# being aiaure of # having ei^ierienoe of # or 
beinpr fiwalllar with soHthing# B oa o on e # or how to do soMthing. 

e SkiU is the ability to use one's knowledge effectively. 

e Attitude is a aental or cwticnal approach to SGBething# or 
soneone* 

Vfe have identified several typ^s of knowledge that are necessary to 
perform information work satisfactorily as follows: 

e Basic knowledge in such areas as languagsr ccmmunication, 
arithmetic operaticnsr etc. 

e Subject k nowledge of primary subject fields of users served 
such as medicinsr chendstryr law^ etc. 

e Library and infnrmaf inn work envlrnnmentB suCh AS the 

information community r its participants and their social r 
economic and technical interrelationshipsr etc. 

e Kncwledge of %fcat work iB done such as the activities required 
to provide services and produce productSr etc. 

e Kncwledge of the organigation or user ccimtinity aerved such as 
the missionr goalsr and objectives of the user or the 
organizaticn# user's information needs and requirementSr etc. 
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Ihere appear to be three kinds of skills necessary to perform 
information work satisfactorily including: 

• Bagjg flkiiiB such as Cognitive^ ccmnunicaticn, analytical^ etc. 

• sklliR r^i^i-Ad each qpecifig activity being performed such 
as negotiation of reference questions, evaluation of search 
outputs, etc. 

• other riciilfi such as managing time effectively, budgeting and 
making projections, etc. 

Attitudes of information professionals are found to be extremely 
importanc to work performance. We have found it useful to subdivide 
attitudes into: 

• Digpofiiti nnai attitudes toward one's profession, the organiza- 
tion served, one's work organisatioi, and other people such as 
users and co-wcrkers. 

• Personality traits/qualities such as confidence, inquisitive- 
ness, ser.se of ethics, flexibility, etc* 

• Attitudes related to jcbAiork/orqantzatinn such as willingness 
to accept responsibility, willingness to learn, desire to groi/, 
etc. 

The activities and competencies are organized according to the 
functions ^ich information professionals perform, and by professional 
level as displayed in Figure 1. The ccnpetencies are cumilative across 
professional level, i.e., competencies of mid-level professionals include 
entries shown at the mid-level as well as those at the entry level, etc. 

It is important to understand the distinction bet%^5i functions 
perfctmed and positions or job titles. Our rationale b^ind the functional 
i^roach was that we were more concerned with lAiat information profession- 
als do than with what they are called. In a single-person center, 
therefore, the information professional will uruSoubtedly perform more than 
a single function. In using and interpreting the competency data in this 
document, it is inportant to consider the functions being performed by 
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Figure 1 Organisation of Activities and Oon|)etencies 
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pro£e88i<mal8 euid the activities being performed to determine which 
conpetencies are appropriate. ISie functions identified for information 
professionals iMorking in information centers/clearinghouses are: 

• acquisitions 

• thesaurus developnent and control 

• indexing/abstracting 

• reference/information analysis 

• publications and product management. 

Three professional levels were defined as follows: 

• entry level (up to 3 years of professional es^rience) 

• mid level (4-4 years of professional experience) 

• s&iior level (10 or more years of professional ei^rience) . 

The activities performed are listed first and numbered sequen- 
tially. The actual assignment of individual activities to subcategories of 
the major activities and to the functions varies from one worksetting to 
another. The organization of activities that we developed provided us with 
the "best fit* case. Indented and unnunbered activities are essentially 
paraprofessional activities which, in aonall organizations, may be performed 
by professionals. 

The activities are followed by the validated sets of icnowledge# 
skills and attitudes. TWo versions of each of the lists are provided. The 
first set have those conpetencies designated by the validators as ess»tial 
in bold face print, and those designated as desirable in regular face 
print. The level of enphasis is denoted by asterisks as follows: 

^ denotes each conpetency rated as essential or desirable by 
50-70 percent of the validators of that conpetency 

denotes ead) cca()etency rated as essential or desirable by 
71-84 percent of that validators of that conpetency 
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denotes each coiqpetency rated as essential or desirable by 
85-100 percent of the validators of that con{>etency. 

The second set of knc^^ledger skills, and attitudes have coqpeten- 
cies designated by the validators as beccmlng more or less inportant in the 
future. Again r the level of enphasis is denoted by asterisks as follow: 

* denotes each conpetency rated by 1-20 percent of those v^o 
validated it (as essentials desirable^ or not e^licable) as 
beccsming more or less inportant in the future 

denotes each conpetency rated by 21-40 percent of those v^o 
validated it (as essentials desirable^ or not eqpplicable) as 
becoming more or less inportant in the future 

denotes each conpetency rated by 41-100 percent of those v^o 
validated it (as essentials desirables or not i^licable) as 
becondng more or less inportant in the future 

• denotes conpetencies rated as currently not i^licable vtiich 
have also been rated as becoming more inportant in the future. 
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MSIVITIES 



KXfJlSTTlOtr 



WmCl LEVEL 



SelectiQn 



2. 

3. 
4. 

5. 
6. 



Develop a good mderstanding of the information center's/clearing- 
house's policies and guldeliness for data collection 

Receive citations from organization staff for serialai/hunbered series, 
selected monographs, rqports, conference and workshop proceedings, 
audiovisuals, unpublished materials, free materials, research in 
progess, etc. 

Select materials to order from publishers' catalogs, book reviews, 
bibliographies, etc. 

Examine shipnents of msolicited materials (blanket orderG/on-^ap(»:cval 
shipments, deposited materials, gifts, etc.) to select %A)idi items are 
suitable for retention; annotate process Jug slips for each item as 
required 

Assigi processing priorities to all lAaterial selected for processing 

Maintain a statistical record of selection and tht usefulness of 
various selection tools 

Lf icfttjlqn and Ordering 

Determine source of procurement for each item ordered (jobber, direct, 
gift, exchange, etc.) 

Siqpervise ordering/claiming of materials: 

verify and locate additional bibliographic data as required; refer 

problems to supervisor 
search records to determine if material ip already on order/ 

requested 

prepar^input subecri^ticn and noTi-subecription orders/requests, 

including the propw "diip to" addresses for materials to be 

indexed off-site 
prepare/generate purcitase orders, if required 
prepare order/request documentation for mailing, or place orders/ 

requests online with the appropriate suppliers 
forward order documeatation to the fiscal control staff for 

coordination and mailing, if required 
claim outstanding orders/requests 
claim missing issues of serials/nmibered series 
caned, orders, as required 

re-issue orders/requMrts to different sources as required 
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ACTIVITIES 



AOQUI3mONS onus LEVO. 



Verification and Ordering foont'd) 

8. Si^rvise ordering/claiming of materials (oGnt'd): 

order/ .equest r^acanent copies o£ deanagecl/lost materials 
process subBcription reneMds 

maintain a statistical record of ordering operations 

9. Supervise order ing/requesting sample issues of serials/ViuDnbered series 
for review fay selection staff 

10 Search for trade and non-trade bibliographic information that 
technicians are unable to locate; refer problens to bicker level staff, 
as apprcpriaf-e 

Reoeip*-, PgQgegslng 

11, Supervise receipt processing of til types of materials: 

sort inconing items, as appropriate 

search apprqpriate file to locate the records 

refer to the supervisor items which differ blbliograFhically from 

the item orderecl/requested 
ipdate records with receipt of individual item^issuee^nuonbers/ 

parts 

create records for msolicited materials which are to be processed 
fla9 serial records for gap filling, as required 
a0sf/i an accession numb^ or other locator information to each 
iton received 

recor<Vaffix locator f . < ^cn on eadi piece; may be bar code/OCK 
leUsel to allow for ..a».King of materials from time of receipt 
through oonpletion of the processing cycle 

input bibliogreqphic SatA (standard journal title abbreviation, 
vGlsne, issue or bibliographic information for monographs, 
etc.) on Hi indexing fooi/reoord for each item received; (this 
activity ay involve transfer of data frcm one automated file 
to another, rather than actual data input on the indexing 
fotn/reoord) 

mark materials with the organization's identification 
affix security labels, if required 

place new serial titles on the appropriate shelf for special file 
maintenance 

place serials «Aiid) have title changes on the appropriate dielf for 

file maintenance 
place materials for Indexing on the appropriate trucks 
deliver trucks to proper locations 

send form letters to acknowledge deposited materials/gifts, if 
appropriate 

2 14 



AQQDISmONS 



WTFS LEVEL 



Reoelpt Processing fcsont'd) 

11. Si;pe£vise receipt processing of all types of matcrieds (cont'd); 

annotate receipt on packing slip^invoice oopieSf if received, and 

forward to the fiscal control uiit 
annotate packing slipo/invoice copies for daiiiaged(/iinperfect or 

unwanted hardbound series; forward dooxaentation to the fiscal 

control unit 

prepare damaged/imperfect materials, incorrectly supplied 
materials, and unwanted materials for return to sqppliers, if 
appropriate 

place surplus materials in sgecified area to await proper disposal 
maintain record of receipt processing statistics 

File Maintenance 

12. Supervise creation and maintenance of records for non-serial materials 

input orders/requests, inaolicited receipts 
i;qpdite records bared on correqxxidence received and actions taken 
ipdate records with receipt, return and disposal information 
delete records at ^ropriate levels 

maintain statistical records of file creation and maintenance 
operations 

13. Supervise creation and maintenance of serial records: 

input records for new serial titles 

i;q^te records with deita re: cancellations, reissues, claims, and 
gap filling 

update records for newly-received titles with Indexing assi9inent 
(in-house or contract), standard title aM>reviation, ISSN, 
frequency, etc. 

update records with data re: diange In frequency, diange of title, 

change in puULisher, cessation, change of indexing assignment 
irqput new records for newly dumged titles 
input cross reference records as required 
remove records from the active file when appropriate 
delate records lAien ^^^^cpridite 

maintain statistical records of file creation and maintenance 
operations 
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AOQuismoNS aw!Ry level 



14. Handle problenis related to selectlGn, ordering and receipt processing 
of all t^pes of materials and to overall maintenance of the records; 
refer presents to higher lev&I staff, as appropriate. 

15. Oonduct business by phone, when apE»:opriat.<£ 

16. Write monos and letters, as required 

17. Prepare manuals of procedures 

16. Make recoinmendati(»s to the section manager for improvement in 
(^)eratiGns of the unit/section 

19. Attend and participate in staff meetings 

20. Proviae an overview of. the operations of the unit/section to visitors, 
as requested 

21. Supervise technicians and other pari^rofessional staff 

22. Work to develop "esprit de corps" among staff scqpervised 

23. Assist section manager in writing job descriptions for self and for 
staff supervised 

24. Assist section manager in develc^ing performance standards for self and 
for staff supervised 

25. Assist section manager in the review and performance evaluation of 
staff si^rvised 

26. Assist in the selection of new technicians and paraprofeesionals 

27. Keep abreast of developments in the information field, library 
practice, or legislation that affect acquisition and processing of 
serials^umbered series, monographs, conference proceedings, audio- 
visuals, inpuhlifihed materials, etc. 

28. Attend professional meetings and prqpare reports for dissemination to 
staff 

29. Develop professional contacts both within and outside the organiasaticxi 
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ACTiVlTlES 



AOQUISITIONS MID LEVEL 



Selection 

30. Keqp abreast of duunging infonnatlon needB in the subject field (s) 
^ch the oenter/clearlnc^use supports; notify staff of any changes 

Verification and Ordering 

31. De\^elop procedures for the verification and ordering of serials/ 
nimbered series an4/or other materials selected for processing 

32. Supervise the maintenance of an address file of procurenent sources 

33. Draft form letters for acknowledging deposited materials/gifts, 
requesting deposit of materials, ordering serials and other materials, 
claiming/cancelling orders, claiming missing Issues, ordering 
replacement issues, etc. 

34. Work with the appropriate fiscal office to schedule purdiases of 
materials and renewal of subscriptions in order to operate within the 
budget 

35. Work with the appropriate fiscal office to develop procedures for the 
handlirg of the final steps in ordering and invoice processing 

36. Idertlfy sources for filling gaps 

Beceipt PrpgfiSBlng 

37. Develqp procedures for receipt processing of all types of materials 
Pile Maintenance 

38. Develop procedures for maintenance of records for order/receipt ccmtrol 
of serial and non-serial materials 

39. Make preliminary selection of forms an^or develop draf^; record formats 
for all section files 

40. Mbrk with the appropriate fiscal office of the parent organization to 
identify requirements and develop draft procedures for purchasing 
materials and services (e.g., open ended subscriptions, dealer 
check-in) 



ACTIVITIES 



AOQUISmONS MID LBmj 

Plflcal Oontrol fcont'd^ 

41. Work with UiC appropriate fi&cal office to devrelop procedures for 
proper packing slip/invoice handling and receipt certification by 
section staff 

42. Assist the appropriate fiscal office in resolving any pcohlenis related 
to payment for materials 

43. Remain aware of the expenditures and balances in the materials 
account (s); notify the section manager of situations which nay require 
^lecial action 

44. Develop projected budget requirements for purchasing materials for the 
new fiscal year 

Other 

45. Assess performance d existing equipnent/systems/services used in the 
section and investigate capabilities of other equlpnent/systems/ 
services 

46. Reccmnend acquisition of new/additional equipnent/eystems/services 

47. Train staff in operation and in-faouse maintenance of equipment/systems 

48. Si^rvise in-house operation and maintenance of equipnent/systems 

49. Gather infonmation for maintenance contracts on equipment/systems 

50. Draft statements of work for contract proposals for services, systems, 
equipment an^or maintenance 

51. Bt^aluate contractors' proposals 

52. Train and si^rvise entry level staff 

53. Assist in the selection of new professional staff 

54. Write articles for professional journals/newsletters when appropriate 
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ACTIVITIBB 



ACQUISITIONS SUaQR L^L 



Selectlcn 

55. Select and maintain an up-to-date cx)llectlon of selection tools and 
aids to bibliographic verification 

56. Work with senior level staff from the indexing/abstracting and 
reference/infonnation analysis sections to formulate draft selection 
policies for all types of materials to be processed (fully or 
selectively) by the center/clearin^use so that it may finction as an 
information resource in the subject field (s); reccnmend revisions to 
the policies as required 

57. Prepare draft selection guidelines to be used fcy section staff as an 
aid to interpreting selection policies; draft revisions as required 

58. Periodically review staff selections to ensure more uniform 
interpretation of the selection policies; conduct training sessions as 
required 

59. Together with senior level reference/information analysis staff, 
indexing/abstracting staff and thesaurus control staff, identify 
organizaticne/institutions which produce information in the subject 
field (s) lAiich the center/clearinghouse supports 

60. Wbrk with senior level reference/information analysis staff to evaluate 
the existing data collection (s) and identify areas ot weakness 

61. Prepare lists of materials to be purchased or requested in order to 
upgrade areas of weakness in the data collection (s) 

62. Together with reference/information analysis staff, ccmpile lists of 
reference books and standard works that ccnprise a basic collection in 
each major subject area. New editions of these materials are purdiased 
automatically 

Receipt Processing 

63. Work with senior .taff of the indexing/abstracting section to establish 
procedures and resolve problems related to the timely receipt of 
materials for indexing and the input of bibliographic data on Indexing 
forms/records by section staff 

64. Work with senior staff and quality and production control staff of the 
indexing/abstracting section, referenc^information analysis staff and 
dita processing staff to devd.op pilans and procedures for using the 
acquisitions files for tracking materials from the time of receipt 
through cGqpletion of the processing workflow 
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ACTIVITIES 



ACXIUISinONS SENIOR LEVEL 



PiihUnal-lnnfl Support 

65. Itork with senior staff of the indexing and puhlicaticxis management 
sections to develop procedures and resolve problems related to the 
regular publication of lists of materials indexed 

66. Work with section staff to produce for publication the list of 
materials currently indexed; include standard journal title 
abbreviations, ISSNb, references from former title to current title for 
recent title changes, and standard bibliogre^ic citations for all 
other materials indexed 

Other 

67. Function as a technical es^rt in all matters related to selection and 
aojuisition of materials for processing 

68. Interview dealers' representatives to learn about the particular 
services they offer 

69. Identify dealers who have a good performance record in supplying 
irregular serials, congress proceedings, and other materials vAiich are 
difficult to acquire 

70. Assist the section manager in negotiating with dealers' representatives 
to cttain the required level of service in acquiring an^or processing 
materials 

71. Evaluate dealers' performance and report to section manager 

72. Draft documentation to support cooperative agreements with 
organizatione/institutions irtiidi produce information in the subject 
field(s) of interest to the center/clearinghouse; request deposit of 
copyrighted and uncopyrighted materials, particularly fugitive 
dcx:unents (e.g., unpublished docunents, project reports, preprints, 
texts of speeches, conference papers, curriculum guides, instructional 
materials) 

73. Evaluate the participation of primary information producers in 
depositing unpublished and non^^trade materials with the center/ 
clearin^M^; suggest methods to effect increased cooperation from 
them 

74. Draft section procedures and policies; draft revisions as required 
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MJFiyiTIES 



ACQqismoKS 



sonoR LE^ 



other tacwiVd) 

75. Flodf chart and docunent Eection procedures 

76. Assist section manager in on-^going systems analysis of the section 

77. Analyze statistics for all operations in the se^ion and prepare draft 
statistical reports 

78. Train and sipervise mid level ^iff 

79. Assist section or nager in preparing the annual budget for section 
operations 

80. Function as section manager in hisAer absence 
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nOCiEDGB 

AOooismoNs level 




Basic knouledoe 




*** tawwledge related to literacy, nneracy, oonnioBtlGns, etc. 








* taxwledgie of the prinry subject field of uaers served (e.g., educa- 

tion, ■wtirlne, cbesistry, lav, etc.) 

*** knowledge In greater depth In specific subjects (e.g., sclefx«, math, 
and emrironnental education; handicapped and gifted children; 
reading and CGnnuiicatlon skills, etc.) 

* knowledge of forelcp languages 




Library & information Sclonce Khowledge (Generic) 




* knowledge of definition, structure, and formats of Information 

* knowledge of alternative i^oacfaes to the organization of information 
knowledge of alternative approaches to retrieval of information 

* kn(Kledge of available and emerging information techiologles and their 

applications 

* knowledge of how to learn on an ongoing basis 




BlOWledqe about^infoimtlon work environnentB 




^ knowledge of the e^^anding information oGmnunity, its participants and 
their interrdatlcnshlps (social, economic, technical, etc.) 

* knowledge of the functions performed within the various work settings 
and the services and products offered 
knorledge of the oBers of the secvioes and pcodicts, tbelr daracter^ 
istics and infoosticn habits 




Khowledae of i.«iat %ork ia dnn» 




** knovledge of the acquisitions ftnactlon, the range of services and 
pcodocts offered (botfa actual and potential) 

* knowledgpe of the activities that are required to offer the services md 

pcodooe the prodbcts 

* knowledge of the various resources that are necessary to Bqppozt the 

activities 

** knowledge of aoguisitiomi tools and sources of bibliographic 

** knowledge of acquisitions Mthodb and tednigpKs 

* knowledge of perfononoe ei^ectsd and how it can be Masured 

* knorledge of job reeponsifailities and nocking conditions (e.g., nnge 

of doties, probable oo^pensatlon, benefits, etc.) 


ERLC 
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PWffJTCB 



AQQOISITIONS LEVQ. 



Khoiyledoe of hai to do work 

* knowledge of how to pecfon the variooB activities (e.g.r cequeet aon- 

pie iBBoeB of e«iected serialfl^uBtered secieBr supeiviBe <»dering/ 
requesting oC pubLiAed and mpiKHahed aaterialsr aodiovisuel 
■BterialSr etc.) 

* knoi fledae of fanr to ose the aogiuisiticns tods and sooices of hibllo- 

gnfiilc Infonation 

* knotfle^ of how to apply the aoqnisitiflns MthodB and tectardques 

knowledge of personndL pcooeduree 

Khowledoe of the organization and the gpeclflc work unit 

** knowl''d9e of the aiflsionr goals and QbjectJmB of the ocgmiatioi 
** knowledge of the structure of tte ocganiation and the role of the 
acquisitions section within the ocganiation 

** knowledge of the various projects and key personnel within the 
organization 

* knowledge of the poUcies and pcooedures cdevant to section cperatiais 

* knowledge of the varioos re so ur ce s available within tt» organization 

(e*g« personnel^ equifMntf etc*) 

* knowledge of the users' infbzaation needs and reqpiircMnts 



AOQUISinONS MID LEVEL 



** greater depths of knowledge apecified above 

*** knowledge of the operations of other sections in the ocganintion and 
how they rdate to acquisitions 
knowledge of ovailaUle vendoc-sicplied 8ynt<wn» sacvices and pcodocts 
to sqpport aoqoiaitians 

* knowledge of the contracting process, both in general and within the 

organization 

* kncwledge of evraluatlon nethode and techniques to evaluate systens, 

services and products 
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DKMiHXZ 



AOQUismoNS sbhor level 



*** greater dtpOm oC knoifledge ipeciftea above 

*** knowled^ of prodioera of unpuUiahed and non-trade naterlals in 
apatdf ic adbject areas 

* knowledge of piUic selatlona tacteiqneB 

knovle^eof statistical deacrlptiont analysis. Interpretation and 

** knovledge of tiie costs associated with re so urc e s QiterlalB, personnd, 
qpaoe, etc.) 

** knovledie of cost analysis and intecpcetafcion MtliodB 
** kaowle^ of ■ettodp of resource allnraUnn 

* knovle^ of standardB, wiisuges and ■etfaoda for eealoating personnd 

* koowled^ of altematife BMmjjMiiit s tru ct ur es and tlieir implications 

* state-of-the-art knoirledge of library research and practice as it 

relates to the aogpiisition of print and ncn-pcint saffrlalB and the 
svfiport of data collection in apwrific soiyjects 
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MSDismoNS mas level 

* hnoirledgs i^labed to litocacyt nmaacs, iiniliiil Uim, etc. 



tiflOf aBdlcine, ctadatqfr lav, «fcc.) 



knoirlaagie In gEMtac d^Ui in specific ■fcjects (e.g.r adnoe, aBbii, 
and «nrin»intal oduoBtioni handicapped and gifted cbildcmi 
neding and ooMntlcafcion aklUs, etc*) 
** knoifladlBa oC Coceigii 



T.ihriirY ft Tnff|nt.«»ity* MmncA Khcwledge (Generic) 



** tamrledge oC daCinition, atr tore, and fionate oC itiffnwMnn 
** taxarle^ oC altacoetive acptoedwa to tte ocg^niatioi oC infonetioi 
•* iDOMledit oC eitecMtiiie aiipBoaciMB to cetsiand of inffrwawHwi 
** knairle^ ot aT-Aema ti f anno a di a a to inConation nnj i — i l 
*** knoNle^ oC availaUle and marglnj ineonation tedwralngiea and tbeir 



* * knoirledge oC coaiaetad «ngoing reeeerch in the £1^ and its 

anplioafatliLy to pnctioe 
e * hnoirladge oC oaceac c ^f wl in H I f wi 

*** knoMiedge oC how to learn on an ongoing tads 

Khfvlgdge about inf onnaticn work enyiromentB 

** knovle^ oC the aifnding infiooaticn ooBmlty, ite pirtlrfiwnts and 
their integreliiflwwhipe (aodal, eoononic, tednical, etc.) 

• •* knowle^ oC the varied oC wock eettinga and their OKgwIwHonal 



•* tamrledge o C the fknctioMpetfoaad wUhin the variou wock eettin^ 

and tlw eecwicaa and psodncta oCk jced 
** tanrledoe of the oaan of the aecvioaa and pcodocta, their cfaemctec^ 

iatlOB and infonatlon habita 

KhfMfledge of what %iQrk Ib Aana 

** knoMledge of tlie aogniaitionB functirr., the range of aenricee and 

icodncta offered (both actiMl and p:>£ontial) 
* knodedge of the activitiaa that are regnired to offer the eaxvioeB and 
pcoduoe the pfff ^^rrt' ff 
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AQQUISITZCXG BURY LEVEL 



BiQwlcdge of what work Ib done foont'd^ 

** wiowleaae oC tlie variooB la BO ur ce B tiat ace newny to fltfipoct tbe 
actlvitias 

** knowledge of •oqaisitlons tools and sources of bibliogca^ic 

M tamfliHljt cC pkCokbbdm Vf f^ f ^ and boir it on te Manrad 

* knoiiledgft oC job raqpcmitallitiM aid imrKHnj oonditloaB (€«g«f npge 

Khowledge of hew to do work 

** kuMltdgit of hoir to pacfooi tjtm ^arioos ^ictivitiaB 

taxurladie of hoir to on tlie acqolBitianB tools and aourooB of bUdio- 
^^a^ftiic InfoflMifcicD 
** hnoirledie of hov to ORily the aaqpdsitiais Mtfaods and 1wiwlqnw» 
•* knoMled^ of pscsonMl pcooednces 

Khowledgg of the or^janlzatlcn and the apcclf Ic titark unit 

* knoirledge of the KLsBlcn» goals and ofajectiveB of the ocgmiaBtiai 

* knovled^ of tlie stcoctnce of tbe ocgBBiatlfln and the cole of tbe 

aognisitions ■octlai vittiln the ocgaiinfcicn 
** knowledge of tbe various projects and key personnel within the 
off^aiissfcicD 

* knowledge of tbe poUdLes and iK o u ed uces rdeiant to section op en i UflnB 
** knowledge of tbe various r eso ur ce s available within tbe ocganintion 

(e«g« personnd.ff eqpiliMntr afcc«) 
** knoMledge of the uaers* infocwtlcn needs on fl lajulrinil c 



AOQUISmONS MID LEVQ. 



* greater daiillis of knoidedge aped fled above 

** knowledge of tbe flperwfrlms of otbec sactlms In the ocgBniaatian and 

bow t hy ntLate to ao^piisiticns 
** knowledie of asailaULe f i d m- ^-s m ilied vstoK* secwioos and pnAxts 

to aiipoct aoqnisitions 
** knowledge of tbe oantracting praoass* both in gaoecal and within tbe 

ocgMiJaBlpiion 

*** knowledge of evaloatian Mtbods and tedidqnes to evalnato aystosv 
secvioas and pcodbcts 
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nOUDGB 



AOQUISmONS SOnOR LEVEL 



knoirledge of pcodaoers of unpubllBhed and non-trade ■ateria*''* in 



knoifladc|a of p W I ^ rdafcions todniqiies 

knonlodga oC statistical dascr^ptionf analysiSf intecpcotation and 



** knosledgpe oC the costs assnrlst-nd with ga so ugc e s OMiterials, pecsonnelf 
apaoSf etc») 

knoirle^s of cost analysis and intscpcetation Mthodi 
loDoifledje of atttfaoda of gssoiaDoe aUcoBtioA 

* knoirledgie of tttanSudB, —wirtii mnA —thoag foe evaluBting peraonnd 
knoNlfld^ of alte ma t i pc mmmqamtit ■t ru c tuc f nd ttelr JipliGBtionB 

foe ^lie op'Sicstion of tlie section 

* atato of-tiie a rt knovledge of lifacaiy r«Mazcfa and psactloe as it 

rdatOB to the aa^ulBitiai of print and non-print Mteriala and the 
sqppoit of data collection in apecif ic adbjects 
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AOQOISinCXIS ENTFY LEVEL 

f^air atniB 

*** liteiacyr nweraqfr oognltiver analytioalf ooMnioationsr etc. 

Skills Related to Specific Activities 
Ability to: 

* perf oim each activity 

* establish r&pport with colleagues 

* iMMiiliiil i wdl ty wcittenr vedxd and non-vectal aeans 
** conduct meetings with individuals and groups 

* make decisions and reccmnendations based on available infoimatlon 

* Hoik indqpndntly and in gnxfie 
** develop criteria for evaluation 

* make eff ectivf*. timely, and well-infozmed decisions 

* isolate and define pr<AxLens and devel(^ the necessary criteria and 

action for their solution 
tiae effectively 



ACQUISITIONS MID LEVH. 

Skills Related to Bich Specific Activity 

*** Skills listed above are devidflped to a greater extent 

Ability to: 

* perceive the needs of the cc^miatlai and not just the section 

* anticiiatte long-range needs of tbe section 

* dBsign qfBtOB and pcooadores to improve section operations 
arbitrate and negotiate 

AOQUISmCXIS SENIOR LEVEL 

*** Skills listed above are developed to a greater eitoit 

Ability to: 



* VS^y methodB of BeasuraMnt and evaluatioi 

* budget and sake projections 
Cf>t-iai1ie tbe use of aacticn and ocgniaatioial reaources 
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ACXxnsmoNs 



BUFY LEVEL 



Basic sacllls 



* literacy, n»ecacy, oogiitive, analytical; 




Iff etc. 



SkUls Related to Specific Activities 

AbUity to: 

* p er fo n totSi activity 
** fBt-ahHah nqppoct with colleagues 
** iiniloilf wdl by vrittflUff vobal and non-ve r bal Mans 

• * conduct an Interview 

** conduct ■eettojB witii indivldbals and gro^s 

• * collect, analyse and Interpret data 



• ** sufiervise iitaCC 

* iKXk iodipendently and in gcoivB 
** develop criteria for evaluation 

aake eCtativeff tiadLyff and wcU-infoand decisions 
** isolate and define proUew and develop tlie necessary criteria and 

action for their solation 
** aanage tine e£f ectivdy 



AOQUISinONS HID LEVEL 



Skills Related to Eadi Specific Activity 

* Skills listed dtnve are devt^loped to a greater extent 
Ability to: 

** perceive the needs of the organisation and not just the section 
*** anticipate long-range needs of Mat section 

* dasigi flystcBB and procedures to improve section operations 
** arbitrate and negotiate 



* 



■ake ^tHrffin ff md r< 



based on available Inf oiaation 
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AOQUISmONS 



SENIOR LEVEL 



* Skills lifeted atjore are Jevelo|ied to a greater extent 

AbUity tot 

* acply ■Bthodp of ■mourinnl and evaluation 

* budget and sake projections 

** optlnlae the use o£ section and or^nisational resources 
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MTUTUS 



AOQUISmONS 



DiBDCgttional Attitudes 

Attitudes Toward Inatttutlcns 
foe pcoCeBBifln 
for tSate parent otgitiixaticn 
Attitudes Ttaward Other Ptwole 
Toward nsers 



8 

* Like people in goieral 

* Like to help people 

* Like to meet people 

* Like to make others feel CGmfortable 

* Sensitive to others' needs 

Tojard Others in the Warknlaoe 



* Like to work with others/as a teen 

* tAkm fjo nock on cm 

***Nilliii9M8S to dcatir ipon and share knowledge and e^^icnoe with 



* S^ppoctive ot CO wDcfcecs 

Bijoy managing/si^ivising others 

Personal Qualities 



** Assertiveness 

* Oonpassion/kinchess 
*** oonf idence 

* Cheerfulness 
*M DapnMblUly 

* Dstsminafcioq^RBnacltY 

* DlpilfiMMy 

* Bncticnal stability 

* R&imsss 

* nodfaiUtyAteaBtllity 

* Unaginaticn 
InqpialtivaMss 

*** Leadecdiip ability 

* Neatness 

* Need for achievement 

erJc " ^® 
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Pergonal OualltleB foont'd) 

* Objectivity 

* OjpenHnindedhess 

* Optiinlaiv/I>08itive attitude 

* OcigHiiBition 

* Patience 

* Pfa^ical endurance 

* netautotful 

* Sensitive^/thoughtful 

* Sense o£ honor 

* gTW W> of 

** Tolerance 
/tf:titUdgff Related to JobAtork/QrcB saUjOD 
Individual dxxild demonstrate: 

W il UnyiMB to tii^Vaooept raqponalbillty 

* IHllinTiaeB to take initiative 

* imiingeaB to Mpond to mUboAty, tggly and foUoir pdiGy 

* RBa?intian ttat tiiera is no singile "rig^" wy to adiieve tte goals of 

Ite flsctioq/ocgnijBtion 

* Desire to Isan^tqf 

* NillJncpMM to fidl 

*** MlllngMM to Mk qiMtions 

* Desire to work to best of abiUt? 
** nwtionBlwiiSB to tlae constcaints 

*•* haaasacg 

MllingMSS to get handB dirty 
*** Attention to dUtail 

Willingiess to do clerical tasks 
*** Deair* to ttiUiom^iuaacft 

* Service orientation 

* Organizational identity 

** Willingiess to promote parent organization and its services 

* View of parent organization as part of a larger infonnation environment 

* Ability to see broad picture 

*** Ability to sacrifice sbort-tezm gains for long-term goals 
** Political sense 

* Guriosi^ 

* Variety of interests 

* Desire to grow personally 

* Desire to gro»r professionally 

* DsBice to r— in camnt in specific and general sdbjact f idd 

* Fositipe attitndi tOMUd job 
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MTXIDDES 



AOQUISmONS 

Dlflposltional AttitudBs 

Attitudes ToMBrd InBtltutlona 

* tmp&ct foe pcoCeBsion 

* Itaqpect fioc the sectioi 
foe tte pBcenk OBgBniBition 



Mitltudeg Ttauard Other People 
Touard Users 



* nwnpwrt aaecs 

* Like peqple in ganecal 

* Like to hdp peofile 

* Like to aeet pecfde 

* Like to Mke otbeES fed ooBfoitabie 
** Senaitive to otben' oeede 

Ttaward Others in the Wortolaoe 



* 

* Like to nock on om 
** WtUin^Mss to drav qpon and ahare knovledge and oqpeclnoe with 

otters 

* Stafimtive of co^wockers 

* Bi joy Benaging/sivecvising otters 

Perflonal Qualities 



* Flesibili^/t^satility 
Tmrflnntlni 

* Leadecahip ability 

* Neatness 

* Reaouioeful 
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JKRITOES 



AOQUISmONS 



Attitudes Related to Jnb/Work/Orffanlzation 

Individual ehould doncnstrate: 

* WiUlngDeaB to takc/aonpt raaponsibiUty 
•* WUlingMBB to takit initiative 

WillliigeaB to leqpond to aul±orlty, aggiy and foUow policy 
nwiHfWt itn that tfaec« is no aingile "rig^" wy to addeve tbe goals of 



Desire to leaxq/tcy 
nmingpesB to Call 
NilllngMSs to ask questions 
Desire to work to best of abiUty 
to ttae constraints 



WilliiigneBB to get bands dirty 
M±entlon to detail 
Wlllingiess to do clerical tasks 
Desire to foUoH^'Uiroiis^ 
** Senrioe orientation 
Organisational idntity 

Willinjteso to praote parent organisation and its services 
View of parent organinticn as part of a larger infibrsation environr*± 
Ability to see broad picture 

JIbility to sacrifice ebort-tem gains for long-tetm goals 
Desire to groir psraonally 
Desire to grow pcof essionally 

Desire to riiln current in specific and genonl subject field 
Positive attitude toward job 
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THESMIRUS DeVELC»>MEIir & (JXtHBOL SQUQR LEVQJ 

Degelopnent 

1. Detennine the method (manual or automated) and procedures by %diich the 
thesaurus data will be cxnplled 

2. Determine the data elements to be included for ead) subject term 

3. Deeigi the forms to be used for data collection 

4. Develop a basic list of terms in the selected subject field (s) through 
reviev of basic texts, reference i#orks, abstracting and indexing tools, 
existing thesauri in the field(s), etc. 

5. categorize the terms and develop taxonanies 

6. Review the term lists for semantic and syntactic consistency 

7. Develop written guidelines to ensure that the semantic and syntactic 
consistency may be maintained as the thesaurus is updated 

8. Develop written guidelines concerning the nature and structure of the 
various i^pes of cross references 

9. Oonplete data entry forms for cross-references for hierarchically, 
horizontally, and otherwise related terms 

10. Add annotations to subject terms, as required 

11. Supervise the {nroduction of the alphabetical listing of subject terms 
and cross references and ::he listing of taxonanies 

12. Review and correct term lists 

13. Sufcroit the term lists to 8ii)ject e^^rts for review, if appropriate 

14. Supervise the correction of the master term lists 

15. Prepare introductory material to be included in ti>.3 printed thesaurus 

16. tfork with publications management staff and data processing staff (if 
appropriate) to arrange for publication of the thesaurus 

17. Perfcm proofreading of assisted sections of the thesaurus, as required 
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MXiVlTlES 



OHESAURUS DEVELQPHEKT & ODNTROL SQIIQR LEVEL 



Qantrol 

18. Review suggestion forms received from Indexing and reference/ 
Information analysis staff for changed/additions to the approved 
thesaurus 

19. Revle«' assigned taxononles on a regular basis to determine if duuigeV 
additions to the eqpproved listings should be reocnnended 

20. Check the subjecn literature and the indexing database for use of the 
suggeste^Ajuestioned terms 

21. Ekraluate findings and determine the e^opciate action to be taken: 
reocninend estahliflfanent of a new subject tem; racanMnd a diange in an 
existing term; reoomnend rcplaoerocnt of an existing subject term by a 
new subject term; reccmnend conversion of a cross reference term to an 
approved thesaurus term; recoomend establishment of a new crors 
reference termi recoomend restructuring of an entire area of the 
taxcxKiry; reoannend no change in the existing term, etc. 

22. Pr^re appropriate doctmaitation to sifiport each reocninend&tlon 

23. Prepare appropriate data entry forms for each reccnmended addition/ 
change to the thesaurus 

24. Submit documentation ret changes to the thesaurus to the sec*: ion 
manager for review and circulation to section staff and <^ropriate 
in-4K)use staff 

25. Attend and participate in meetings to discuss and act on proposed 
changes to the thesaurus 

26. Supervise input of {proved changes/additions to the master thesaurus 
diitabase 

27. Prepare introductory material to be included in each new edition of the 
thesaurus 

28. Mork with publications management staff and data processing staff {if 
appropriate) to develop procedures and establleh schedules for the 
regular publication of new editions of the thesaurus 

29. Mork with senior staff of the indexing section and data processing 
staff to develop procedures for regular maintenance of the subject 
headings in the indexing database t^lch have been changed in or deleted 
from the thesaurus database 

30. Perform proofreading of assigned sections of new editlcms of the 
^ thesaurusr as required 
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TBESAURUS DEVELOPMENT & COmOL SWIOR LEVEL 



31. ElBictlcn as an 33q;>ert in asslgied subject areas 

32. Estahliei) and maintain contact with subject eiqperts in the field t^o 
are working in assigned subject areas and wix> may suppLy oqpert advice 
upon request 

33. Maintain an up-to-date collecticm of reference works in assigned 
subject areas to sqpport subject reference needs 

34. Attend professional meetings in assisted subject areas and in the 
information fidd; prepare reports for dissemination to staff 

35. Keep abreast of developnents in the information field that affect 
thesaurus developnent 

36. Develop contacts with other information professionals both within and 
outside the parent organization 

37. Together with senior level staff frco acquisitions, reference/ 
information analysis, «nd indexing/abstracting sections, identify 
organizationfi/institui-icns vtddti produce information in the sii>ject 
field (s) iMch the information center/dearing^iouse siqpports 

38. Participate in in-house conmittees which require specific subject 
ancl/or language expertise 

39. Perform special studies, as assigned 

40. Forward recoimendations for materials to be acquired to the selection/ 
acquisition staff 

41. C3onduct business by phone, when tqppropriate 

42. Write memos and letters, as required 

43. Maintain a record of ;«ork performed 

44. Make recakinendaticxis to the secti(»i manager for improvement in 
operation of the section 

45. Attend and participate in staff meetings 

46. Provide as overview of the operations of the section to visitors, as 
requested 

47. Train and supervise si^rt staff, as required 
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AuriviTxES 



1HEBAURD6 DEVELOPMQir & CDNERX 8B1I0R LEVQi 

Pthet foont'd) 

48. ffork to develop 'e^rlt de oorpe'' among oo-iiorkers and staff supervised 

49. Assist section manager In writing descriptions for self and for 
staff supervised 

50. Asclst section manager In developing performance standards for self and 
for staff si;^rvised 

51. Assess performance of existing equipDent/systens used in the section 
and investigate cambilities of other equlpnent/systems 

52. RscGOniend aocpiisition of new/additional equipnient/fiystems 

53. Train section staff in operation and maintenance of equipnent/eystems 

54 « Draft statements of work for contract {proposals for services, s/stems, 
eguipnent anc|/or maintenance 

55. ^aluate contractor's proposals 

36. Write articles for professional journals/newsletters 

57 « Draft statesients of section procedures and policies; draft revisions as 
required 

58, Flowdiart and docunent section procedures 

59. Pr^re manuals of procedures 

60 • Assist section manager in on-going systems analysis of the section 

SI. Analyze statistics for all operations in the section and prepare draft 
statistical reports 

62. Assist section manager in preparing the annual budget for section 
operations 

€3. Ftnctlon as section manager in his/her absence 



ERLC 
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IBESADRUS EeVELQPMENT & OXtOOL SBOOR LBm. 



*** knoirledge i^lated to lltecacyr amecacsf, (>—ml<iil Imu, etc. 

Subicc± knowledge 

*** knowledge of tlie prlaaiy sObject field of oeers served (e.g.* 

^ ^ ^ w wftj ff fiy ssdldiiSy ciiBiAiflfcQ^y Iflify 9fcc«) 
*** knovledge in greater dipUi in ipecific nbjectSr (••g.» ednoer Mtbr 

and enrironMntal edncetiony bandicanped and gifted chlldreni 

reading and connniGatiion ikillsy ^tc«) 
** knowledge of foreiop languages 

Infotmtion Selenoe Khowledoe (Generic) 

** knovledge oC dfff1nlt;lnn» structurer and fooats of InCoBsation 
^ knovledge of a1 t^^mafr i^wt a^pcoacbas to tSie or^aiiaatiion of infocaation 

* knovle^^ of alternative m'l'ifaiJiiii to refcriaatf. of ^ f | ^ ' ^ ■ B ^ j fl ti 

* knowledge of alternative approaches to inf ooDation nanaganent 
knovle^ of availaUe and mmjiwi infiooBtian tadnologieB and their 

aippUcations 

** knowledge of ccnpleted and ongoing research in the field and its 

applicabili^ to practice 
*** knowledge of bow to learn on an ongoing basis 

vnf^^»A^ ahmit- Infftrmat-icn Morlc mnalramenta 

knowledge of tte eqiandlnj iefbaation coamityr its participants and 
^ff^ r i n ti'ffr yT*^^***# *^r^ (socialr eoonoBiCr tednioalr etc*) 

knowledge of the variety of work settings and their organizational 
structures 

* knowledge of the functions performed within the various work settings 

and the services and products offered 

iatics and infoaation brtiits 
Biwledge rf what ¥ggK Ib donft 

*** knowledgie of the lhaaauriw dayaluiMiil and control ftnckionsc tb» range 
of aervioaa and pcodtacts offei'eill (both actual and potintial) 

* knowledge of tba aotlvitlaa tlMk are ngpiired to offer tba aarvloaB and 

** knowledge of tlw variona reaooroas that are neoaaaary to aofiport tbe 
activitlea 

*** knowledge of reference tools in specific wnby&ct areas 
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ERIC 



1HESMQRUS DEVO^PMEMT & GONUVXi SQUOR LEVEL 



Biowledae of what work is dang foont'dl 

*** knowledge of wtfaode and tecfaniques foi tfaesBoruB develqpent and 
oontiol 

** knovledge of pwfo nw n oe »n»ected and bar it on be iwmired 

* knoMle^ of job respcnsibilitiflB and working onndltlonB (e.g., cange 

of datim, pcofaalile on^wneatlcn, bcnefitSr etc.) 

Khowledae of htw to do work 

*** knowledge of bow to perfom the variouB activities (e.g.r develop faoeic 
list of texBs In selected sdC>ject fleldsr develop taaonoBlesr 
mmlet-ft ^kttL eatqr foos for ctose- r e fe cenoes, aooeee and vpAte 
tbe agtitm, etc.) 

knowledge of how to use qpedf Ic tools £oc thesHiirun develcpMnt and 

knowledg e oC h ow to afiply the aetbodB and tadnigiues of tfawmnrus 
devdo^Mnt and ccnLxol 

* knowledge oC pcoo£ceadlng tirtnlqnws and p coced ute s 

knowledge of personnd procedures 

* knowledge of etraluaticn nethods and tednlquee to evaluate systems, 

services and products 

* knowledge of statistical desertion, analysis* Interpretation and 

presentation 

** knowled^ of available afBtme, aervices and products to support 
tfaeaaucas dsvdopeent and control 

* knowledge of the ooets aaeonliitffd with zeeouroes QiteHalSr peraonneir 

flpaoOy etc*) 

* knowledge of cost analysis and Interpretation methods 
knowledge of methods of reeource allocatlcn 

* knowledge of alternative management structures and their implications 

for the operation of the section 
** state-of-the-ert knowledge of rMearcfa and practice in thesaurus 
d0ralc[Mnt and control tedadquBB 

Knf%,^0Af^ ftf frhA ftryinl«i»4m flnfl ffpecific WOrk mlt 



* knowledge of the niaslonr goals and objectives of the organisation 

* knowle^ of the atmcbire of the organisation and the role of the 

section within the organisation 

* knowledge of the various projects and k^ persmmel within the 

organization 

* knowledge of the policies and procedbres relevant to section operations 

* knowledge of the various Em o atom awailable within the organisation 
(e»g»y personnAf e^niiMntf efcc») 

knowlee^ of how the theeeurue tens arr and ly indanrs 
knowled^ of the operations of other nctlons In the organisation and 
how they relate to thanurui dwralifu* and control 
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WaUTCK 



IHESAORUS CSVELOFHEin' & (XXflBCXj SWIOR LEVIL 



* knowledge related to literacyr mneEacyr ooBudcationsr «tc> 

aib-^ect knowledge 

** knovledge of the pilaacy subject field of users senred (e.g.* 

edaoBtloir Mdlcdiier rfw1nlTy» Isvr fltc.) 
** knovled^ fn greater diptii in i^acific aiiijectSr (e.g.r sdoooer weltb, 

and erarironsent ■! eduoationi handicapped and gifted children; 

reading and ii— iiilinl h.ii AillSr etc.) 

* knovledge of fioceigR lan g u aye s 

Infonnation Science Bicwledge (Generic) 

* knowledge oC def initial^ structarer and fiooats oC infooation 

* knovle^ of alternative amt on c ha s to tl» ocgniMtion of inf onaticn 
** knoirle^ of alternative anKoachee to rstrisval at infooation 

** knovled^ of alternative att^u a di e s to iafiMsation sanmjiBiiil 
** knovljd^ of ovailatde and ■arjing inConstion terlwinl ogles and their 
a|ipiUoBtiiQns 

* knowledge of cosfdeted and ongoing research in the field and its 

acplicability to prafft- lCT 
• * knowledge of career qgportinities 

** knowledge of how to learn on an ongoing basis 

KhowleAiP ahmifr Infonnation work envlrementa 

** knowledge of Uie ei^andlng infooation oonnnityr its participants and 
their interrdatiomh^ (socialr eoanoadcr tednicalr etc.) 

** knowledge of the variety of node settings and their organiaational 
structures 

** knowledge of the finctions perfooMd witliin the various work settings 

and the secvioas and prp ^l iy rl'g offered 
*** knowledge of tiie users of the secvioas and pcoductSr their character- 
isticsand Infooation habits 

ftiowledoe of what nork la dnne 

* knowledge of tiie thasaurus dnrelqEMnt and control finctionsr the range 

of services and products offered <botfa actusl and potantial) 

* knowledge of tlie activities that are regpiired to offer the services and 

* knowledge of the various resources that are necessary to siip>rt the 

activities 

* knowledge of reference to61s in qpaeif ic sol^ject areas 
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BffWJTBB 



TBESADRUS DEVELQPMElir & COtStTBCL SESaOR LEVEL 



Khowledge of what %iork is done foont'd^ 

* knovledge of aetliodB and tecliniqiies for tbeBaurus developaent and 

oontrol 

* knowledge of perf ononoe ^^mtfA and how it can ty*! ■winiired 

* knowle^ oC job ceqponsibllities and wMking oondltlons (e.g.* cange 

of dutleBr pcobaUle ooipnaBtionr bemf itSr etc.) 

Knowledge of hew to do work 

* knowledge of bow to perfcxn the various activities (e.g.r develop basic 

list of tezBS in sdected stfcject fiddB, devdop taxcnoniesr 
ooiiaebe data entry fbns for cross-' refer q aoes» access and upd»te 
tlie sfstflBr etc.) 

* knowledge oC how to use specific tools for tbesaurus devdopMnt and 

control 

* knowledge of how to afidy the ncthodo and tecteigiiies of thesaurus 

degidofcnt and control 

* knowledge of pcooCreading tedniqoes and procedures 

* knowledge of persomel procedures 

* knowle^ of the contracting prooessr both in goioal and within the 



** knowledge of andaatifln aBthodp and techniques to evaluate systcasr 
* knowledge of pdbillc rdLations tednigpies 

** knowledge of statistical descrlptionr analysisr interpretation and 



** knowledge of available agatmB, services and products to sufiport 
thesaurus devidopMnt and contndL 

* knowledge of tkm costs associated with resources ^aaterialsr perscnnelr 

spacer etc.) 

* knowledge of cost analysis and interpretation ■cthoda 

* knowledge oC Mthoda of resource a1 location 

* knowle^ of standudsr ■aaonres and aethodD for evaluating peraonnd 

* knowle^ of alternative s Hnay Ba iL structures and their iaplioations 

for the operation of the section 
** state-of-the-art knowledge of researdi and practice in thesaurus 
dBvelc|tnl and control tedniques 

Knowledge of the orqanlgat^icn and apeelfle work unit 

* knowledge of the ■iasionr goals and objectives of the organization 

* knowled^ of the structure of the organiation and the role of the 

section within the organisation 

* knowledge of the various projects and kqr personnel within the 

organiation 
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DOUSE 



OHESAIJRDS CEVELOFMENT & CCXHSOL 



SmOR LEVEL 



BiQwledpe of »h» f^r^i9^t■iql^ flpfl gpeclfic work unit foont'd^ 

* knowledge oi the polldeB and pno&dattB rdennt to section op ec a t ic n s 

* kDowled^ of tbe fttrioas re eo iimeB cvailaUe nitliin tbe ocganixatiion 

(e.9»r peraonnd.r tcpdfutB/tt ebc.) 
loDoifledge of bov ^tae tbeBftocue teois Ave need fcy IndBiBBEe 

* knowledge of the qpnn&iam oi other ■ecticns in the ocganintian and 

how tfaq^ rdate to theeaucuB dewlmiit and oantiol 



ERIC 



52 



31 



IMJEMH) AS 



ERIC 



53 



SKIUS 



OHESADBUS DEVELC2PMEMT & (XXOXL 

SkUlB Related to Specific ActlvltlftB 
Ability tot 



SQUOR LEVEL 



*** litttEBcyr nmeac3f, ooaiitive» analytiodr iiMiilmlhiiij, etc. 



*** pecfom msi> activity 

*** afiiiLy oansiBtflntly the gnldffllnwt fix the oaucup devdoiMnfc and oontna 
*** looatft and mt a Epcop ciato rt Cawnoe tools to pcov'jte oubject suppoct 

*** poEOsiv* tte InfnwUcn ntadb oC the Hwninw omt 

* ilaMirt lacpoct ultli mllmKgfatm 

*** ooHuioate Mill ly wclttfli, victal and iKiHvecfaal Mons 

* ooUoctr analyia and intaqpnt ^tata 

** aake dWRiricm nd i ar»—Wht Imw baaed on arailatde lnfi>zaBtion 
** vocfc ladepandntly and in graqpe 

* pe cfi wi awlwtaty nock 

* davdop criteria tot eaaloation 

** Hke afCactlve^ tlaalyr and if^-lnfi»caed dadaions 

** iflolate and define pcnhlHw and develop the neoeeeaxy criteria and 

action tO€ tiwlr aoldtion 
** aoMge tim ettactively 

oondoct neeHnflB with IndiviAnls and groqps 

arbitrate and negotiate 

* antidpate long ranga needa oif tbt section 

* dartty i aysteas and procedures to iaprowe section operations 
api^y Mtboda of awaaurasant and evaloation 

budget and make projections 
** optLdae the use of organiational and section resoocoes 
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OHESAURUS DEVELOPf^ & CDNTROL SEMOR LEVEL 



* literacy, nmeiacy, cognitive, analytloal, ocMuiications, etc. 

Skills Related to Specific Activities 
AbUity to: 

* pecf om aA activity 

* apply OGnaistaitly the guidelitMB £or tbesanruB dev^LopMnt and control 
** locate and cae afipropciate reference tools to provide aivject support 

in tiMsauruB dwreLoiant and control 
** perceive tbt infbrMtien needit of the ttaeaaurus user 

* PBtahHah taepoit witb ooilearjaw 

* ooamicBte well ty iritttt, verbal and nonr^verfaal aeans 

* aake <lnriirion8 and I'lriimlH l<jiu based on available infonoatlon 

* work independently and in ^roqps 

* pcrf ocB asbfaitaqf work 

* develop critttia for evaluation 

* aake effective, tiaely, and weU-infoned decisionB 

* isolate and define pcoblane and devdop tbe necessary criteria and 

action for their aolfition 

* aanage Use eCfiectivdy 
• * caadatit an intecviev 

* conofeict aeetingB witb individuals and groqps 
«* * siiiervise staff 

* arbitrate and negxiate 

*** anticipate long- range needs of tbe ;9ertlon 
** desi^i fiystens and procedures to iiprove section operations 

* apply nethods of ■easureawnt and evaluation 
** budget and aake projections 

* optliilae the use of ocganiaational and section resources 
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JOTllTUS 



THESAURUS DEVOAPMEin? & CCXtTBOL 



Disposltlnnal Attitudes 

Attitudes Toward Instltuticna 

* ^tefipecb for pcofCBBlon 

* R e cp e ct for the tteoaurus dtfr^LopaeBt and oontral section 

* Respect for tlie peicnt orgBnizsttion 

Attitudes Toward Other People 

Tnard neers 

** Reepect oBers 

** Like people in general 

* Like to help people 
Like to meet people 

** Like to make others feel comfortable 

* Sensitive to others' needs 

Toward Others In the Workplaoe 

** B cq p e c t 00 wDcters 

* Like to wock with otter^ss a team 

* Like to work on am 

* WlllinTiess to draw vpon anJ share knovledge and experience with 

others 

* supportive oC co-workers 

Personal Qualities 

** Alertness 

* Assertivsness 

* OonpassluVlKinchess 

* Oonf idenoe 

* Oieerf ulness 
*** DqpendBdbility 

* Detenninatiom/teiacity 
DiplaBacy 

** Bnotional stability 

* Fairness 

* nesibility/^KecsBtility 

* iHgiiiation 

* mqniaitiveness 

* Leadership ability 

* Neatness 

* Need for adiievement 
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THESAURUS DEVELOFMEMT 6 OONTOOL 



Personal Oualltled foont'd^ 

** Objectivity 
** qpm-alndMtaess 

* Optliniaq/k)8itive attitude 

* Patience 

* Resourceful 

** Seneitive/Ihoug^tful 
Sense of hunor 

* Sense of etliicB 

* Tolerance 



Attitudes Related to JobAtorlc/Or9anlzaticn 

Individual should demonstrate; 

**♦ WUlingpeaB to talcVaocept rcepcnsibility 
** WlUnpwss to take initiative 

** wiUlngaeoB to napmfl to ontliorityr aiply and follow policy 

* Realintlon ttet tbece is no aixn^e "riilit" to achisve the goals of 

tbe ■SDtlon/oT'ianiMtinn 
** Desire to leaiq/tx> 

* ifiinnjw— to fail 

** WIHiijMWB to adc oaestions 

* Desiitt to nock to teat of ability 

* l>il.wniil<iinMifi to tiae oonstcalnts 
** Hocnracy 

AttMtian to detail 
Willingiess to do clerical tasks 
Desire to follou'-throuc^ 

* Service orientation 

* Organizational identic 

* Willingiess to promote parent organization and its services 

* View of parent organization as part of a larger infonnation envircxinent 

* jybillty to see facoad picture 

* Ability to sacrifice short-term gains for long-term goals 
** Political sense 

* Gdriooity 

* Vuriety of interests 

* Desire to grow personedly 

* Desire to grow professionally 

* OBslie to renin curcent in specific And general subject field 

* Boeitive attitude tOMUid job 
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MTilUJES 



IHESAURUS DEVELOPMEia' 6 CCmOL 



AfUfrnrlPB iVTward Institutions 

* ww npy * for pcoCcsBiflD 

* tiBBpBtit £oc tbt tlwBBiiniB dBvidooKnt and control section 

* Pg^wnl. £oc ttft pnicnfc ixt/BoixB/tlxxi 

Attitudes Toward Other People 
Ttaward Dsers 

* Reqpect users 

* Like people in general 

* Like to help peqple 

* Like to net people 

* Like to Bfike others fed ooif oxtiAde 

* Sensitive to others* needs 

Ttaward Others In the Workplace 

* Dcq pec t ocMRMdkers 

** Like to work with others/as a teen 

** Willingpiess to draw vpaa and share knovledge and eiperienoe with 
osiers 

*** Sifiportive oJ oo-iiockers 
• * Bi joy ■enmjlmj/siyecvising others 

Personal Qualities 

* Alertness 

* Oanf idnce 

* Dependability 

* FleadfaUity/Wsatility 

* JUL ^ination 

* mqpiisitiveness 

* Leadership ability 

* Gbjectivity 

* Gpen-aindeAMBS 

* OrgHRiaetion 

* Sensitivc^Oiou^itful 

* Sense oC huKMr 

* Sense of ethics 
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M.TU1JUIS 



IHESAURUS CEVELOPMEKT & CDNTOL 



Attitudes Related to JobAtork/Orffanlzaticn 
Individual should dennonstrate: 

* Mllingpeas to tak^acaoqt rwponglbULHy 

* WUingMss to taice initiative 

* flUlingtM88 to reepond to aotfaorityr tftHy and follow policy 

* Realixatlon tint there is no single "rigfhit" way to achieve the goals of 

the sectioQ/ocgBnizatian 
** Desire to leacn^zy 

* Willin^ieas to fail 

* ffillingMSB to ask questions 

* Desire to work to best of ability 

* RBBponsivaieaB to tiae constxaints 
AccQcacy 

* Attention to detail 

* Desire to fbUowtiitoagli 
** Secvioe orientation 

* Qrgenixational identity 

* HillingMBs to pceaote parert: organiiaticn and its services 

** View of parent ocgnisaticn as part of a larger infozaation enviroment 

* Ability to see facoad picture 

* Ability to sacrifice abort-'teim gains for long^teni goals 

* BoliticBl sense 

* Qiriosity 

* variety of interests 

* Desire to grow professionally 

** Desire to ravdn current in i^eclfic and genial sii>ject field 

* Positive attitude toward job 
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ACTIVITIES 



INDEXnC/ABSn^ACTINS ENHS LEVEL 



1. Receive material to be indexed 

2. Log in eacii piece as indexing begins 

3. Review prdiminaiy data (standard journal title abbreviation or other 
title information, voiune, issue, pagination, articl^chi^er title, 
author (s), author affiliation, other bibliographic information, 
abstract) entered on the Indexing fooq/record for accuracy 

4. Make corrections to pieliminary data, if required 

5. Translate titles, if required, and enter on the indexing fom/record 

6. Beac/scan the item to be indexed and identify the main theme and 
subvenes 

7. Ehter chock tag data on the indexing fom/record, if i^licable 

8. Select the appropriate headings/heading-subheading ccrobinations from 
the approved thesaurus 

9. Biter the headings/heading-subheading oombinaticms on the indexing 
fom/record 

10. Nark the subject terms vnder which the iten should be cited in the 
printed index, if applicable. Additional unnarked subject terms, 
representing sub-themes in the item, will retrieve the cited itan 
online only 

11. Pr^re abstracts or annotations, as required 

12. Add connent^questions for the reviser on the indexing fom/record, if 
necessary 

13. Flag pieces which me^ require additional processing for inclusion in 
other indexes/databases an^or irtiidi should be routed to reference/ 
information analysis staff for their review 

14. Perform proofreading of printed index page proofs as required 

15. Complete necessary forms to suggest ctanges/additions to the approved 
thesaurus; forward forms to the revisor 

16. Make reoaimendations to the section manager for improvement in the 
operations of the section 
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INIXXING/ABSIS»CnNG 



Wns LEVEL 



flfchtt (cont'd) 

17. Maintain a statistical recx>rd of work performed 

18. Write memos, as required 

19. Attend and participate in staff meetings 

20. Provide an overview of the operations of the section to visitors, as 
requested 

21. Assist section manager in writing/ipdating the job description for 
entry level indexers 

22. Assist section manager in developing performance standards for entry 
level indexers 

23. Ke^ £ibreast of developments in the information field that affect 
indexing and abstracting 

24. Attend professlonzd meetings and prepare rqports for dissemination to 
staff 

25. Develop professional contacts both within and outside the section and 
the parent organization 



indexin^/!absirm7iic mid level 



26. Index and abstract the more difficult materials and the selectively 
indexect/abstracted materials 

Quality and ProAicHon Qnntrol 

27. Receive materials to be indexed from the acquisitions section 

28. Review materials for pceaence of proper locator labels; mey be bar 
code/OCR labels to allow for tracking of materials in process 

29. Review indexing forms/records for accuracy of blhliograqphic data input 
by aoquisltions staff 

30. Forward materials for descriptive Indexing to in-house/contract staff: 

editorial staff mark off article/chafer title, author (s), author 

affiliation, and abstract 
kcyboarding staff input Ata 
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ACTIVITIES 



MID LEVEL 



Quality and Produc±lon Control foont'd) 

31. Keep a record (manual/automated) of the location of iDaterlals in 
process 

32. Review/spot check accuracy of editorial and keyboarding staff/ 
contractor 

33. PDtward itaterials to be distributed for indexing to the i^spropriate 
senior indexer. Notify hinvl^er of any problems iiAiich may eiffect the 
volune of material to be Indexed 

34. Train and supervise technicians who proof the cosipleted indexing 
fonn^/reoords before th^ are released for publication processing 

35. Bun established search profiles sli6 forwar4/release Indexing data to 
the designated organizational unit for publioatioix/product procecslng 
according to establiciied schedules 

36. Coordinate the proofreading of page proofs by section staff 

37. Draft statonents of work for request-for-proposals for contract data 
entry 

38. Evaluate contractors' proposals 

39. Act as project officer for contract services for data entry 



40. Review periodically the contents of the online dictionary, if 
applicable. Delete terms, as required 

41. Work with a senior Indexer (reviser) on a one-to-cne basis to learn 
revision procedures and to develop the necessary skills 

42. Participate la In-house committees which require specific subject 
an4/or language eaqpertise 

43. Perform iQ)ecial studies, as assi^fied 

44. Work to develop "esprit de corps" among staff supervised 

45. Assist section manager in writing jc^ descriptions for self and for 
staff siqpervised 



other 
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ACTIVITIES 



INIEXING/ABSnUOINS MID LEVEL 

Other fcont'd^ 

46. Assist 8e:±ion manager in developing performance standards for self and 
for staff supervised 

47. Assist section manager in the review and performance evaluation of 
staff supervised 

48. Assist section manager in the selection of new technicians 

49. Pr^re manuals of procedures for in-^use tedmicians and for d^ta 
entry contractors 



nOXXING/ABSnWCriNG SENIOR LEVEL 

50. Function as a technical e3q)ert/re\riser in the sect.'m 

51. Distribute work to indexers according to pricMrity and language an(Vor 
subject esqpertise 

52. Revise/review the work of all in-house/contract indexers 

53. Respond to questiuis posed by revisees 

54. Supervise the forwarding of all processed materials to the proper 
organizational unit for storage or di^sal 

55. Docunent performance of revisees 

56. Prepare and conduct formal training/update classes for all in-faous^ 
contract indexers 

57. Keep abreast of bibliographic standards for indexing and abstracting; 
incorporate these standards into section procedures 

58. Work with the secticm manager to determine/revise the processing 
priority assigned to eadi title indexed 

59. Prepare introductory material to be included in each issue of the 
printed index and in cunulations 
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MamnES 



INIEXING/ABSISACriNS SENIOR LEVEL 



Qth« (cont'd) 

60. Together with the indexing quality and production control supervisor, 
work with data processing staff (if eqpproprlate) and publications 
management staff to establish procedures and resolve problems related 
to the publication/release of the Indexes/deitabasee on a regular basis 

61. Mork with senior staff of the thesaurus development and control section 
and data processing staff (if applicable) to develop E^ocedures for 
regular maintenance of subject headings in the indexing database lAiich 
have been changed in or deleted from the thesaurus database 

62. Develop and maintain iqppropriate search profiles to retrieve subsets of 
the master indexing database for processing for distribution as 
separate publication^databases 

63. ReocRinend new products which may be developed from the master indexing 
database 

64. Work with senior staff of the acquisitions section to establish 
procedures and resolve problems related to the timely receipt of 
materials for indexing, input of bibliographic data on the indexing 
fonr/record by acquisitions staff, and the regular production of lists 
of titles indexed for inclusion in the printed index 

65. Work with senior level staff from the acquisitions and reference/ 
Information analysis sections to formulate draft selection policies for 
all types of materials to be acquired and processed (fully or 
selectively) by the center/clearinghouse; recommend revisions as 
required 

66. Together with senior level staff from acquisitions, reference/ 
information analysis, and thesaurus control secticms, identify 
organizations/institutions lAich produce information in the subject 
field (s) i^idi the information center/dear ingtK>u8e supports 

67. Review indexing staff suggestions for changes/additions to the approved 
thesaurus; confer with section manager and other senior level indexers, 
as appropriate 

68. Act ad liaison between the indexing section and the thesaurus control 
section on all questions related to use/modification of the a|)proved 
thesaurus 

69. Prepare/update manuals of indexing and abstracting policies ar:d 
procedures for in-4)ouse/contract indexers 
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ACTIVITIES 



iNisnNG/ABsnMcriic sanoR level 

other rcont^d^ 

70. N&intain an uEHto^-date collection of reference works to 8\:c:port the 
respective subject reference needs of the indexers 

71. Work with the sectlu> manager to establish and/ot revise standards of 
performance for all l^els of indexers 

72. Flowchart and docunent <. section procedures 

73. Assist section manager in on-going systems analysis of the section 

74. Assess performance of existing equipment and/or ey stems (manual or 
automated) used ui the section and investigate capabilities of other 
equipnent/systems 

75. Secomnend acquisition of new/additional equipment/systems 

76. Train staff in operation and In-bouse maintenance equipment/systems 

77. Si^rvise in^iouse operation and maintenance of equipnent/systSRis 

78. Assist in the selection of new ;;-Dfessional staff 

79. Wiite articles for professional publications ^len t^ropriate 

80. Analyze statistiob for all operations in the section and prepare draft 
statistical reports 

81. Assist the section manager in preparing the annual budget for section 
operations 

82. Function as section manager in his/her absence 
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KlflfJTBB 



mmaxs/fBsrsfcrnic i£vel 



l^ain )n^nJ^l^ (ASSUned) 

*** Bmrledgie tdsted to Utecacyr imMBiacy , nuMntnit irwini etc. 
atbjfict hnwlfidflg 

* knovlfldge oC tte FcJaaiy aobjact fldd oC omb anved (e.g.* adDca- 

tlcnr wmBdchut, dwlntiyy lavr ate.) 

* knovledge In greater aqpth in ^pacific aiiijactar (a.g.r adflooer aathr 

and anylrmnnl al adncatloni bandici^pad and gifted cbildreni 
reading W¥ 9 ooBHuicattlan AIUb^ etc*) 
** knowledge of forelgi languages 

TnfnnM<-<nn Sclcncg Khcwledge (Generic) 

** tr "'iirledge of definitionr atructurer and fonnata of Information 

** knutfledge of alternative iqpproadies to the organization of inf onnati(xi 

* knowledge of alternative i^roachea to retrieval of information 

* knowledge of alternative eqpproadMs to information management 

** knowledge of available and emerging information tecbnologies and their 
aiiplioations 

** knowledge of completed and ongoing research in the field and its 

applicability to practice 
** knowledge oC bow to laam en an oogoing faaaia 

Khowledqe about Infomiatlon work cnvtromentB 

* knowledge of the ej^iandijig Information ocnnunit^r its participants and 

their interrelationships (social » aconomicr technicalr etc.) 

* knowledge of the variety of work settings and their organizational 

structures 

* knowledge of the functions performed within the various work settings 

and the services and prooucta offered 

* knowledge of the users of the aervJ' is and products* their diaracter- 

istics and Information habits 

Khcwledgc of what work ia dona 

* knoMladga of the Inftwring nd abatnetJng finatloiSr tkm range oC 

aacvloaa and pradncta rMtmrmA (botb acfrnal and put awl Inl) 
taxMladgia oC tte actlviliaB ttet aza zaguized to oCfar tte senrloaa and 
pcoduoa tte praducfca 

knowledge of the various ^.'eaour:^ that are necessary to st;^rt th£ 
activities 
a^ft knoifladga of indasdog tioola 

aaft iQioifladga oiC indBsdiig sod abatsacting sB^boda and tacfeniigQaa 
knoMladga cC pacConanoa anactad and taciw it can te MaauEad 
*•* knoirladga oC job ta^prmltillitiaa and nocking oondttlaia (a.g.r range 
oC doUaay pcsbabla oo m a uaat lonr bflMfitar ate.) 
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KICTtJnRR 



INDESaNG/ABSTRK^FINS BIFIV I£VEL 



Kho^ledge of bw to da work 

knowledge of hair to pecfoai ttie various activitiee (e^g., rariflw 
deecriptive Indwtng for eccnsMYf pecfou eubject lodexlngf enter 
dtta CD tiie fmlfulny fom^reoocdf ebc«) 

knoirledge cC bov to ow tte Indwrinj to6l8 

knoirle^e of ton to eiply tte IniTfii n j — ^ abBtxacting Tthniln end 
tednft^peB 

^ RDOifxeuge oc prooireaning twciwiiiipbb end pcDoecnreB 
^ knowledge oC ji^^i' bctw^I pcooeAiree 

Khcvledoe of the organization and gpeclf Ic work unit 

* knoirledge of the mieeion, goals and objectives of the organiasation 

* knoirledge of the etrugture of tiie orgBnintion and tlie role of the 

t ffcf iffl within oigBnisBtion 

knowledge of the various projects and key peraonnd within the organi- 
zation 

* knowledge of the pollciea and pconedorea rtiLevant to the eection 

opftB a t ifl ns 

* knowledge of the various resources available within the organization 

(e.g., personnel, equlpnent, etc.) 

* knowlaf^ oC the nsecB* infonatlon needs and raqpiicMnts 



INDESaNG/ABSTUOINB MID I£VEI. 



^ ^ ^reaitef dflptliB of koowl^dje specif lisd above 

** knoirledge oC t hp opea^bions of otber f rtl^fw in tii ^ ozganlnticn and 
bav tlMy ntlafce to It w V b ti yj / f^ h rt n trt'lij 
knowledge of the contracting process, both In general and within the 
organization 

** knowledge of evaluation methods and techniques to evaluate eystons, 

services and products 
* knowledge of quality and pcodDctico control twiwIqBM and pcooedoEeB 
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cC/ABSHttCriNG 



SENIOR LEVEL 



* tauarladge oC statisticftl doacrlptloOf analyslBr late^ietation and 

pcsMntsticn 

* knairladgie of isvailafaie wndor-«nEpilifld tg^tms, mvricm wA pcDdocts 

* knowledgtt of tbib ooate imwrliiKWI idtii nr. icoob OaterlBlBr p«caonnfa» 

49Boe, ate ) 

* knowledge of oo8t analysis and inteipretaticn methods 

* hooifliedge of MlliodB of iMouoe allooBtion 



^ ICDOifledge of aXbeoiBfcJve wtti^iBii^KttDtL stoictiicsB eud ^^i^^tr J^pXloafcXotts 

£off ^jie opasHtloD of tfae flsckloo 
* 8late-of-tte-axt knoirladgie of imwiirlt and peacticy in indwrtna and 



* knoniledge of afcatiiidudiy 



and nrthndn foe awQuating pwrarfntl 
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ERIC 



mxaavG/fBSfrsfcmc entry level 

** kmrlfldge idatad to lltezacyf iMmacy , iimiiIiiiI limi, «bc. 

*** tanrledge of tiae pciMuy adbjact fUHi of uwrs sKved (e.g.r aedicinor 

cfaaiiifltiyf laVf «bc.) 
*** knorlod^elB gcwter depUi In ipariflc ■nfcjoctSv (6.9., mur oa n a to y» 
oBtupopfcyloilogyf oncomigHyr ofcc«) 

kUUVlOd)^ OC ftMTtijt 



Hifomntlon Selenca Khflwlad^^ (Generic) 

* hfwwIiHly* oC ^■f<«»f*'|ftj fltcuutDcOr Mid f" '— ' T of JnCoiMfclon 

A kllOlfl0dj|B of SlbilCIMKfcJiW fl|^pDOSCblB feO tllO OCQHDlSB^tl'OB OC illCOUBfciiOD 

** kiKvledge of iltmatlfe annoml i w to ratciMal of JnCooitlon 

* knoirlodge of altorotfat hhomIim to Infomtlon MosgpMnfc 

* knoirla^ of wmHtiiLt and — rjtny infiMMtlon toctnoaogies and tiieir 



* knoirladgo of ooq^otod and ongoing raaeatch in the field and its 

acpUcafaUUy to ppftrtl ff* 

* knotfleidge of oaieer i me lm ll li w 

** knairledge of how to learn on an ongoing faaais 

KtlWlfllBff fttTfflt InfftlTBftt^"^ WP'-h fnyJronnentB 

** knovledge of tlia ei^anding Infoaatian iiiainHy, its rartlcifants ard 

Iteir <»«» * rt iaiiJiH*»M*ii| i» (aodalr eoonoadcr tednioalf etc.) 
** knovledge of the vadely of nock eettlnjiB and their ocganiaBtional 



knowledge of thK finctlone pecSonnd wiUiin tiie undv node settingB 

and the aenrloee and pcodact j offered 
knowledge of the aeera of the aecvlcie and paodDBtSr taeir ctaexactec- 

let' fg g and Infonatlcu tiaM^M 
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INDEXING/ABSTRflCnNS BITW I£VEL 



Biwledoe of what work la 

** knovladge of tlie indoing and fibstracUng foDctions, the i»ge of 
secvioaB and FcodoctB offered (both actnal and potantial) 

* kimrledge of tiie Mtlvities tliBt axe lequixed to offer the eervlcee and 

pcodDoe the pcoAicts 
** kuwledge of the various reaonroeB that are mrrnmnr to anort the 
activitlAB 

* knovledge of IndBxing toolB 

* knovledge of Indexliig and afaetxactlng MtbodB and tedwigMS 

* knorledge of perfonanoe eipecM and bar it can be Maaiued 

* knovledge of job WMf wi ri h i Ht ieB and nocking omditions (e.9., range 

oC duties, probable oapenaatian, bOMfits, etc.) 

Khowledac of hew to wnrj^ 

* knowledgps of bos to perfooa tbe variow activities 

* knovledge of bor to use the <tvfayifyj tools 

* knowledge of Hor to aKdy tbe indexing and tfstracting aetbods and 



* knorledge of proofreading tedniqnes and procedores 

* knowledge of p e ts omel procedures 

mwledoe of the organization a nd epeclf ic work unli: 

* knowledge of tbe nission, goals and objectives of tbe organinticn 

* knovled^ of tbe structure of tbe oxgonixBtion and tbe vole of tbe 

section witbin tbe organlsatiai 

* knowledge of tbe various projects and key personnel witbin tbe 

oz^nintion 

* knowledge of tbe policies and procedures mlevant to tbe section 



* knowledge of tbe various resouroes aiailable witbin tbe ocgenisation 
(e.9., personnetl, equiiMnt, etc.) 
knowledge of tbe users' infoiaation needs and requirawntn 



r 
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WKMfDGR 



mxaans/fBSFBfcmG mid levSi 



* gnatac dtpOm at tauaaOgt ipeciflad above 

* kncMledge oC tli» apnnltinm of oUwc ■Kt-lcnB In the ocganiaitiai and 

ham tlMY ztiate to IntVrrlna^ahatnicHnq 
** hnoirladie of tte a«l:incHng pnoeH, both In gansnl and vltiiln tbe 



•* taiowladga oC eNdoBtlon MUiodB and tednigDeB to avalnata 

sftivlccB and nroduclj 
** knovledge oC qmll^ and pKodD^itian oonfczol twrtniiywB and pcooadorcs 



msEavE/fBsracnic squor level 



* gnater dtpam oC taniladgie qpwclfiad abore 

* knowledge of pnUic gelations tertnlqnwi 

* knowledge of etatletlcel daecxiption, analysis, itf:eipxetation and 

^^^^^^^^^^^^^^^^^^^^ ^ ^^^^ 

pceHncBcion 

* kn o w l e dj e oC amllable vndor-nCTUed njelw, aenrices and pndncts to 

* knowledge oC tbe oosts ■■encUied with le so ur oe B Materials, pecsomel, 

weaot, etc.) 

** knowledge of cost analysis and Inteipcetation netfaodB 

* knowle^ of nwHwfla of l eeo uB oe allncwtlfln 

* knowlee^ of atan^bsdi, nwiiuras and ssUnds £oc evelnating pecsonnei 

* k n o w l e e ^ a o f alten iatife sanajiwia stxnctnns and tbeir IspUoatiions 

fox tbe op eat icn of tbe section 
•* state-of-tbe-^axt knowledgie of teueaich and pgactioe in Indedng and 
absl.ractJnj tertwIiyiB 
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SKILLS 



INDEXING^'ABSTPACnNG QHlRy LEVEL 

Basic Skins 

literacy, mmecaqf, oocpiUve, analytioal, ooHnications, etc. 

Skins Hftlafed to Specifi c Activities 
Ability to: 

* perfon ^ad) ac±ivity 

** i«pLy indndng and abstcacting culeB ouisistently 

* PKoeive the Infnriitfm needs o£ the data user 
** establiah rapEX>rt with colleagues 
^ canmloBte well by written, vestaal and nott^^^tsl neans 

* collect, analyze and interpret data 

* make decisions and reoGmnendations basea on available informaticxi 

* work independently and in grcjps 



develop criteria for evaluation 

* make effective, timely, and well-lnfonned decisions 

* isolate and define probleros and develop the necessary criteria and 

action for their solution 
tine effectively 



BBBOB^lBBISnCraC NIDLEVa. 

*** Skills listed above are developed to a greater eitcnt 

AbUity to: 

conduct an interview 
* conduct Beetings with individuals and groqs 

aqpecvlae staff 
** arbitrate and negotiate 



ERIC 



79 

50 



ianTj.fi 



INDEXING/ABSIRACnN5 SENIOR LEVEL 



*** Skills listed aban ace develaped to a greater extent 

Ability to: 

** anticipate long-Eange needs of the section 
** desipi flffstss and pcooedoces to improve section opecations 
* afiply tHiodo of MasocoMnt and evaluaticn 
** budget and aeke pKpjecticns 

*** flpt1a1»p tiie oee of ofganiational and section resoocoes 
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gagETBOB IMJPM B) AS BK PHMS 
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* lltexacyr noBexacyr oogaitlver analytloalr ooMunioatlons, etc. 

Skms Related to Specific Achlvltlea 

AbUlty tot 

* peifom jodl activity 

** affdy inrtHflnj and abet n et to g rales conBisbently 
*^ pnoeive ttie tofomLion needs of the dsta von 
** wilriiHii nfipoct with coUengDM 

* oanunioKbe neU by written^ veiLel and uuu veibel ■eens 

* ooUectf anelyse and inbeqnt dita 

* nake decisions and nooMndBitions based on available tofonntion 

* woik to dBt ien damiy and in qwups 

* petfon sedantazy woik 

* develop criteria for evalnation 

* nake e£ftetivef tinelyf and weU-tofooBBd dacislons 
** nanage ttee effectively 



XNDEaONG/ABSTPJVCTING HID LEVEL 



Skills Related to Bich Specific Activity 

* Skills listed aboive are developed to a greater eitent 

Ability to: 

* conduct an interview 

* oondnrt ■sfllnijD with individoals and groi^B 

* supecvise staff 

^ arbitrate and negotiate 



XNDESaN^JffiSTRMTnNG SENIOR LEVO. 



* Skills listed above are developed to a greattf cstent 

Ability tot 

** anticipate long-range needs of thy section 
V dasi^i flysteas and p^^ooedares to Jj^pcoire section flp^ratiflns 

* aiply Hhnfla of ManKenant and evalnitiab 

* budget and sake pe^jeefcions 

CDttoiae tlw use of ocoaninkional and section resources 
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DtsDoqU^tonal Attitudes 

Attitudes Itaward Inatitutlong 

* Rttpect for iNDoC60Bion 
** BDc p ic t for tba section 
** I te c p c c t Cor tiie parwt <»9Biiization 

Attitudes Itaward Other People 

Toward Dsers 

* Hwpgci> uoeco 

Like peofpLe in general 
** bike to help people 

* Likc^ to meet people 

* Like to make otl'iers feel ocmfortable 
Senrdtive to others* needs 

■award Others in the Workplace 

** Respect ohiiorfcers 

* Like to work with others/as a tearo 

* Like to work on own 

* WiUingpiess to dar upon and share knoided^e and eipaienoe with 

others 

* Sifportive of oo-workers 



Personal Oualltleg 

** AlertnesB 

* Assertiveness 

^ Oonpassicn/Kindhess 

* Ocfif idenoe 

* Cheerfulness 
*** DepsndBbility 

* Determinatiorv/ltenaci^ 
** Diploma^ 

* Bnoticnal stability 

* Itiimess 

* neiifaiUtyA^ ^ity 

* Tsftijliial 1^ 

* Ihguisitivsnesp 

* Leadership ability 

* Neatness 

* Heed for achievement 



ERLC 



MTlTtUiS 



iSDBaixs/fBsrsfcrina 



Parsonal Qualities foont'd^ 

** Objectivity 
** Qpan ilnftefhwiD 

* (^timian^/lPositive attitude 
** Ocgnaiitttiai 

* Patience 

* Resourceful 

* Sensitiv^/lhouc^tf ul 

* Sense of htinor 
** Sense oC eUiicB 

* lolerance 

Attitudes Related tc Job/itork/Oryanizatlon 
individual should demonstrate: 

** NiUingpebrf to tak^aooept reflponsibility 

* "lillifigneaB to take iniOative 

miUnjifti i Q to iMpond to autJsojdtyr aKdy and follow policy 

* ReallKtion that there is no single 'zi^' nay to acfaieve the goals of 

*** Oesice to leanv^ 
Willlngfiess to fail 
** Willingness to aak qnestions 

* Oaoire to wocfc to best oC ability 
** ReeponsivaMSS to tiae oanstndnts 
** ilocunKY 

WllinTiass to get hands dic^ 
♦* Attention to detail 

* Wlllingiess to do clerical ta&ks 
♦* Desirr to foUoiMjiroogti 

* Se vice orientaticr. 

* Organizational identity 

** WillL'^iess to promote parent organization and its services 

* View Of parent organization as part oi a larger Information environnent 

* Abilit^r we braid picture 

* Ab.^ii^ sacrifice sbort-^erm gains for long-term goals 
** Political eense 

Qiriosi^- 

Vluriety of Interests 

* PtfiFtire to grow personally 

* Desire to grow professionally 

* Oesice to I— In cnrrwt in qpecif Ic and general subject f i^ 

* Pviitive attitude toi«rd job 
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GDM^TBOES inLXOaB) AS BKZM21C 

MORE vasoB L^DraocMir 
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HOTITUJIS 



INDEXING/ABSTRACTING 



Dispositional Ahtltudes 

Attitudes Toward Tnstltufclcna 

* R^pect for the parent organization 
Attitudes Toward Other People 

Ttaward neera 

* Sensitive to others* needs 
Toward Others In the Workplace 

** Willingness to d«r ifxn and share knowledge esid e]f>erlenoe with 
others 

* Sifportive of oo-wrkers 

• * jcy lanRtjing/sifiecvlsing others 

* Alertness 

* Dq?endirit>ility 

* FlexibUityy^satility 

* Iteglnation 

* mguisltiveness 

* Tiwifrrdhip ability 

* Neatness 

* Qpen-Bindedoess 

* Sensitive/Uiouglitful 

* Sense of huur 

* Sense oC ethics 
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jaTiiuiis 



Attitudes Related to Job/W Qrk/QrganlaitlQn 
individual should demonstcate: 

* MUinyMBB to taki/acicwpt WMpnnaiMllty 

** WUlingMBB to rapond to anKiiocityr andy and foUov p6Lxy 

* BBBllMtkn tfait ttara is no single 'x£^* wgr to adiiarr the goalB oC 

th *!* sactin^mgHiijBifclion 
** Desire to Imra/tiy 

* mmnjmm to fail 

* Dasiie to work to best oC aUlity 

* nimiijiulywifiBi to tiaa ocustcaints 

* DBsize to foUfliMlmii^ 

* Ozgsniatlonal identity 

* NilllnywBS to f t fwwt i * psnnt ocgBnistion fl«?d its sBivi oes 

* Vlflir of psMUt Ofgniaaticn as part of a lazger inCoEsaticn eavizonaent 
** Ability to ase famd picbue 

* Hbllity to sarrlfloe ihort cts aa gains fbr Icng-^em goals 
** Desiie to gnv pcodssftonaiily 

** Desize to ritln cnczcnt in apecif ic and gmeial aiiiject field 

* Positive attitude toiAzd job 



ERIC 
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MaWUta/JLHUmRTlOH JMUBIB 
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ACTiViTlEB 



RSERENCE/INFOBMKTION fHPLYSIS WOS LEV£L 

Qifiton Searches 

!• Log in and review search request forms submitted by requesters 

2. Oontact reqiiesters if clarification of Information requirements is 
required 

3. Supervise the return of search request forms/letters to requesters if 
the form^letters lack essential information; use form letters to 
indicate why the requests have not been acoqpted for pcocesning 

4. Develop the strategy for btainingf evaluatlngf and packaging the 
information and data to meet requesters* needs 

5. Perform online searcheSf using proper thesaurus terms and advanced 
search techniques to retrieve the requested information 

6. Review retrieval output for relevancy 

7. If additional searching is required, determine t^ropriate source (s) 
(verMcal files, printed publications, consultation with subject 
expertn, etc.) 

8. Refer requests to hi^er-level reference staff, as appr<^riate 

9. Refer requesters to other information services/sources, as appropriate 

10* If cc^ies (hard or microfiche) of origined docunents are required, 
foiwarcl/transfer docunent nunbers and requester identification t^ the 
eqppropriate contract distributor for separate mailing/delivery o^ the 
copies 

11 • Sii)e::vise preparation of rear eh results for mailing/delivery to 
requesters 

12. Supervise the transfer of billing documentation/data to the 
appropriate fiscal control staff 

13* Rin stored search profile^programs at specified intervals 
14. Siqpervise preparation of offline printouts for nailinr jelivery 
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ACTIVITIES 



R9TBQ1CE/INF0BMATIC3N ANMiYSIS BUSY LEVQ. 



Information Aialyals 

15. Perfonn searches (online and manual) to sqpport the Information 
analysis activities of hl^er lerel section staff; obtain copies of 
the cited docunents 

16. Translate titles and abstracts, as required 

17. Assist in proofreading information analysis products 

IS. Reconnend developneit of iiiformatlon analysis products on specific 
topics 

19. ReooRinend tcplcs/nera notes for inclusion in the center's/clearing- 
house's naiTsletter (s) 

i2thfic 

20. Perfonn bibliographic verification as required 

21« Supervise handling of phone and written requests for infontatlon on 
the services provided by the information center/clearinghouse 

22. Assist senior staff with procedures, docunentatlon and ccnimnlcation 
to support the iinplanentatlon of special online training classes and 
system demonstrations 

23. Participate in training representatives of <3ataba8e distributor^/ 
services, contractors and organizational staff in searching the online 
database (s) and usixig the controlled vocabulary developed the 
information center/clearin^use 

24 • Suggest wir^s in irtiich the online system may be made more user-friendly 

25. Participate as a team menter in staffing eidilbits and demonstrating 
the online systo^n at professional meetings and conferences 

26 Assist mid level staff in investigating requeriters' problems related 
to search duirges and to lack of satisfaction with search results 

2 Participate in cross-education of staff by filling out and 
distributing staff alert forms describing new information discovered 
about the subject fields (s) of interest to the information 
center/clearin^iouse, the online systan, specific databases, epecific 
t^pes of equipment, teleconmunications systems, etc. 
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ACTIVITIES 



RSESQICE/INFOBMATION ANALYSIS BUBY LEVEL 

Other fcont'd^ 

28. Seconinend materials/data for inclusion in reference source files 
(vertical files, in-house indexes) 

29. GOnplete necessary forms to suggest cfcanges/additions to the t^roved 
thesaurus; forward fonns to senior level section staff 

30. Recomnend new publicationfi^roducts which could be developed fran the 
databases produced ty the center/clearinghouse 

31. Ose interdisciplinaiy reference sources/services to identify materials 
iidiich are ixi-scope for the center/clearin^iouse and %A)icfa should be 
acquired 

32. Forward to the selecticav'aoquisiticms staff recoranaidations for 
materials to be aoqaired and indexed 

33. Reccnmend aoguisiticn of materials for the reference collection 

34. Perform special studies, as assisted 

35. Conduct business fcy phone, whenever appropriate 

36. Write memos and letters, as required 

37. Maintain a record of work performed and prqpate a mor<-jay report 
activities 

38. Prepare manuals of procedures 

39. Make recomnendatic^is to the secticm mtmager for improvement in 
operations of the section 

40. Abtend and participate in staff meetings 

41. Provide an overview of the operations of the section to visitors, as 
req'jested 

42. Supervise technicians and other pariprofessional staff 

43. Wbrk to develop "esprit de corps" among staff si^rvised 

44. Assist section manager in writing job descriptions for self and for 
staff si^i.vised 
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ACTIVITIES 



other {cont'd) 

45. Assist sectlcn manager in developing perfoimance standards fcr self 
and for staff sqpeivised 

46. Assist section manager in the review and performance evaluation of 
staff supervised 

47. Assist in the selection of new technicians and paraprofessionals 

48. Keep tibreast of li^ew and changing reference sources, services and tools 

49. Koep abreast of new and developing technologies applicable to 
leference searching and information analysis 

50. Keep abreast of developnents in the subject field (s) supported by the 
information center/clearinghouse 

51. Attend professional meetings and prepare reports for dissemination to 
staff 

52. Develop professional contacts both within and outside the parent 
organization 



REFEPiKCE/INFORmTION ANMiYSIS HID LEVO. 

Custcm Searchefl 

53. Perform more complex searches 

54. Assist entry le^ 3l staff with any guesti<»is related to search 
formulation or strategy, including use of the appccfved thesaurus terms 

^utecrlption SflBrches 

55. Develop and maintain stored search profiles for subscription seardies 

56. (Xjtair feedback from requesters on the relevancy of retrievals 

57. Modify stored seard) profiles, ac required 
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ACTIVITIES 



REFERQlCE/INFQRNKnON MtMiYSIS MID LEVQ. 



Search Service Adninlgtratlon 

58. Work with fiscal cortrol staff and data processing staff to develc^ 
systents and procedures for forwarding/transferring billing data to the 
fiscal control office 

59. Work with data processing st&ff and representatives of documen 
distributors to develop pro cedr res/programs for forwarding 
transferring retrieved docunent nunbers to the appropriate contractor 
for document dlstributicn 

60. Work with representatives of docunent distributors to resolve any 
problems related to docunsnt delivery 

61. Pr^re Information brochures/fact sheets en the search programs and 
other services provided by the center/clearinghouse 

62. Prepare application forms and all necessary form letters; to stfipoi^ 
the search services 

63. Supervise all activities related to enrollment of new subscribers in 
the current awareness subscription search service 

64. Develop and sipervise operation of a tracking system In order to 
maintain knowledge of the status of all Jnfornation requests 

65. Ooordlnate the investigation of requesters' {nroblems rdated to search 
charges and to lack of satisfaction with search results 

Information AmLlyaifi 

66. Review published information on selected topics, analyze the 
information r consult with subject esqperts as required, and draft 
information analysis products for rvjview by senior staff 

67. Coordinate the proof readltig of all information analysis products 
approved for publication 

68. Prepare the center' s/clearlng^ise's regular newsletter (s) on ^>ecific 
topics i) with ii^put from section staff 

f). Organize and maintain ref«srence source files (vertical files, in-house 
indexes) 
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Aux'XViTiES 



REimMCE/INFORNATION ANALYSIS MID LEVEL 



Other fcont'd) 

70 « Make preliminary selection of forms and/or develop draft record 
formats for all reference files and qperaticns 

71. Assess performance of existing equipment/systens/services used in 
reference and investigate capabilities of other equlpment/systans/ 
services 

72. Reccmnend acquisition of new/additional equipnent/systems/servlces 

73. Train staff in operation and in-house maintenance of equipnent/ 
systems/serv ices 

74. Supervise in-house operation and maintenance of equipment/systems/ 
services 

75 • Gather information for maintenance contracts on equipnent/systems 

76. Draft statements of work for contract proposals for services, systems, 
equipment anc|/or maintenance 

77 • Evaluate contractors' proposals 

78 • Train and supervise entry level staff 

79. Assist in the selection of new professional staff 

80. Write articles for professional journals/newsletters when appropriate 



REF13;£MCE/INF0I91A3^ ANALYSIS S£MOR LEVEL 



Search Service Adninistration 

81. Supervise the overall planning and operaticm of the custom and 
subscription seardi services 

82. Assign search requests to the e^ropriate entry and mid level staff 
for processing 

83. Assist mid level staff in formulating the search strategies for 
particularly difficult topics; confer with senior level indexing and 
thesaurus developnent staff as required 
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REfEREKCE/INBDBNAnai MIM^YSIS SENIOR LEVEL 



fiearA Service Adnlnlstratlm fcont'd^ 

84, l^t check the eeardi results obtained cn custom and subscription 
searches; reccninend additional search strategies as iqppropriate 

85 • Work with pid:>lication8i/)product management staff and data processing 

staff to identify charging requirements for custom and subscription 
searches 

Systm Training and Dgnonstratlon 

86 • Work with publicaticnsy^roduct management staff in scheduling online 

training for contractors and representatives of database distributors/ 
services 

87. Plan and coordinate all training activities and dem^^ nstrations/ 
esdiibits related to the Information center 's/clearin^uses's online 
database (s) 

88. Monitor and evaluate all training activities and system demcm- 
strations/esdiibits fcy direct observation and by review of attendees' 
written evaluations 

89. Advise section staff of ways in \Addt> they may ixnprcve training 
sessions* training aids, and eysten demcnstratlcn^/esdiiblts 



Information Analysis 

90. Receive and review newly-indexed materials that have been flagged for 
forwarding to the reference/information analysis section (selected 
journals, state^f-the-art reviews in select€t3 subjects and 
information prepared by selected es^rts/organizations) 

91 • Select topics for information analysis 

92. Plaii information analysis products, developing the objectives and 
general outline for ea^ one 

93, Work with publications/prodict managem^t staff to establish 
production and distribution plans, procedures, and estimated budget 
for eadi publioatlcn/product 

94 • Work with s cted staff to develop a detailed outli le for each 
information i^ialysls publication/product 
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ACTIVITIES 



ERLC 



ROQtEMCE/lNFOIMATIOli MINLYSIS SQ^QP LEVEL 

IhfonnatlQn AmIvbIs foont'd) 

95. A88I91 VUI0U8 section staff to prqare part(8) of each pMicatlon/ 
product 

96. Fixictlon as editor of each information aralysis publication/product 
QttiSL 

97. Ftnction as a technical esqpert in all matters relating to reference 
search services and to preparation of information analysis 
publioatione/products 

98. Work with publication^/jproduct managanent staff to plan a marketing 
program to make potential user groups awer? of the search services and 
information analysis puUicaticnsi^roducts 

99. Identify organizational mailing lists that publications/product 
managemeit staff should dbtain for marketing purposes 

100. Obtain ingvk from users regarding changes that they would reconnend in 
the seardi services and in the information anal^s publications/ 
products 

101. Represent the center/clearinghouse at professicxial meetings and 
conferences in the subject field (s) of interest to the center/ 
clearing^KHise 

102. Together with senior level staff from ^e selectioiv/aoquisitions, 
indexing/abstracting and thesaurus control sections, identify 
organizations/institutions which produce information in the subject 
field (s) which the infonnation center/clearin^uae sifiports 

103. Work with senior le^el staff from the selection/acquisitions and 
indexing/abstracting sections to fotmulate draft selection policies 
for all t^pes of materials to be acquired and processed (fully or 
selectively) by the center/clearinghouse 1 recommend revisions as 
requ^ *^ed 

104. Work ^ith senior level selection/acquisitions staff to evaluate the 
existing deita o6Ilecticm(s) and to identify areas of weakness 

105. Review suggestions by section staff for changes/additions to the 
«^roved thesaurus; forwrd reccniiiended changes/additions to thesaurus 
developnent and centred staff 
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MXiViTilS 



RESERENCE/I^'FDBMAnON fmStSlS SWIGR LEVEL 



Other (canV6) 

106. Review and weed reference source files on a regular basis 

107. Gcqpile lists of reference books and standard iiiorks i^ich cooRprise a 
basic collection in each major subject area of interest to the 
center/clearinghouse. New editions of these materials are to be 
aoqulred yAien published. Forward the lists to acquisitions for 
processing 

108. Draft section E»:ocedures and policies; draft revisions as required 

109. Flowdtart and docunent section procedures 

110. Assist section manager in on-going systems analysis of the section 

111. Analyze statistics of section operations and prepare draft statistical 
rqports 

112. Train and si^^rvise mid level staff 

113. Assist section manager in preparing the annual budget for section 
operations 

114. Function as section manager in his/her absence 
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REFERBICE/INFOBMATION ANALYSIS WnHPS LEVEL 



knowledge related to literacy, nimeracy, convnunicatlone, etc. 
Subject knowledge 

* knovledge of the prlnary subject field of users served (e.g., 

eduoatioif Mdicinef cfaoidstiyf Iat, etc.) 

* knowledge in greater d^th in specific subjects, (e.g., science, math, 

and environmental education; handicapped and gifted children; 
readl*-.g and comnunication skills, etc.) 
** knowledge of forei^i languages 

Information Sci«ce Khoujledpe (Generic) 

* knovledge of def initioDf structure, and fbcants of infocHitiai 

* knowledge of alternative approaches to the organization of information 

* knowledge of alternative approaches to retrieval of information 

* knowledge of alternative ^roa<d)es to information managonent 
knowledge of available and emerging information tednologies and their 

applications 

* knowledge of conpleted and ongoing research in the field and its 

applicability to practice 

* knowledge of career opportunities 
knovledge of bov to learn on an ongoing basis 

Khowledoe about Information work environments 

knowledge of the ea()anding information conmunity, its participants and 
their interrelationships (social, econcmic, tedmical, etc.) 

* knowledge of the variety of work settings and their organizational 

structures 

* ;aiowledge of the functions performed within the various work settings 

and the services and products offered 

* knowledge of the users of the services and products, their character- 

istics and inf oimation habits 

Khowledoe of what work is done 

** knowledge of the ref ermoe and Infoimtion analysis fmctionSf the 
range of senrioas and products offered (botii actual and potential) 

* kraovledge of the activities that are required to offer the secvioee and 

prodttoe the products 

* knovledge of the various reeources that are necessary to sqpport the 

activities 
** kik)vledge of reference to61s 
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KNONLHXE 



REFEREMCE/INFOBHATION WfLYSlS SUKY LEVEL 



Khowledye of what work Is done foont'd) 

knovledge of rcfemoe «d infoontion analysis Mtfaoda and tedniques 
knoirledie of perfoiBBnoe ntmntmi\ and bow it can be Mssured 
*** knowledge of job ceaponaibilitieB and «CM±ing oonditions (e.g.f range 
of duties, probable ooipensatiGnr benefitsr etc.) 

Knowledge of how to do work 

knowledge of how to perfon the various activities (e.g., revieif seercfa 
nsjMBt fozasr develop searcli strategiesr pecfom online and nnual 
oo a rc faa o to sinioct infooetion analysis activitiesr etc.) 

*** knowledge of bov to use the re fe rwce tools 

*** knowledge of how to affdy tiie weren oe Mthoda and tedniques 

* knowledge of personnel procedures 

Knowledge of the organization and specific vork mlt 

* knowledge of the alMdonr goails and objectives of the organisation 

* knowledge of the structure of the organization and the role of the 

section within the organization 

* knowledge of the various projects and k^ personnel within the 

organisation 

* knowledge of the p61icies and procedures rdevant to the sedtion 

operations 

knowledge of the varioos reo o u roes available within the organisation 
(e.g.f personndf eqpiipsait, etc.) 
** knowledge of the users' infbottticn needs and reguirenents 



refe»e2x:e/inedfmation molysis mid level 



*** greater depths of knowledge specified above 

knowledge ^2 how to iqpply the infonaation analysis methods and 
tedni^ies 

knowledge of the cperations of other sections in the organisation and 
how they relate to reference and informticn analysis 

knowledge of the contracting process, both in general and within the 
organization 

* knowledge of evaluation methods and tedniques to evaluate systems, 

services and products 

* knowledge of quality and pcodooticn oontnd. tedniques and procedures 
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KNOW£DGB 



RSfStBCE/INFOBMmON ANALYSIS SENIOR LEVEL 



*** greater deptim oi knovledge gpeclfied ^tore 
** knowLedge of t^blic relations tednitjiee 

** knovledge oC statisMcal descripbionr analysisr interpretation and 
preoftitat lew 

** knovledge of aRmilahLe vendor-eiifilied gynffn» senrices and pcodocts 

to aqpport reference and infboBtion analysis 
** knovledge of the ooets associated with r eso urc e s OnterialSr personnelr 

apaot, etc.} 

* knovledge of cost analysis and intecparetation Betfaods 
** knowled^ of fl hndp of resource allocation 

** knovlodge of standardsr aeasures and setfaodB for evaluating personnel 

* knoirledge cf alternative ■wnngfrnt structures and tfaeir iapLications 

for tlie oper at ion of tlie gecticn 

* state-of-the-art knowledge of research and practice in reference and 

information analysis tedniques 
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REfEREKCE/INFOBMATION MIALYSIS 



ENmr LEVEL 



Banir Knfwl^^ 

* knovledge related to litecacyr niBecacyr oauiicationsr etc. 

Subject kncwledge 

*** knowledge of the prisaiy subject field of users served (e.g.f 

edtaoationr medicine, cbeBistiyr lav, etc.) 
** knovledgie In greater d^th in specific sdijects, (e.g., science, math, 

and enirironBental eduoationi bandlciqped and gifted cMldran; 

reading and i iamiliat Um\ skills, etc.) 
** knovledge of foreigi langoagra 

Information Sclgnce Khcwledge (Generic) 

* knoidedge of definition, structure, and fooots of inSoDaatlon 

* knoirledge of alternative aiproacfaes to the organization of inf omtion 

* knovledge of alternative afipcoadieB to retrieval of inf onation 

* knowledge of alternative a|iproadbes to inforaation aonageMnt 

** knovled^ of available and energing infoantion tednologies and their 
aBplictttlcna 

* knoirledge of ooqpleted and ongoing research in the field and its 

applicahility to practice 

* knovledge of career ohx>i Unities 

** knovle^ of bov to leam on an ongoing basis 

Knowledge about Information work envlroiments 

* knovledge of the expanding infooation caaattxlty, its participants and 

their interr^Lationflhips (social, mOTl*?^ tecbnical, etc.) 

* knovledge of the variety of work settings and their organizational 

structures 

* knovledge of the functions perf ocMd vithin the various work, settings 

and ^he services and ptrodffc^-s offered 
*** knoirledge of the uecs of the aenrlces and pcodictSr their cfaanacter- 
iBtlcB and infonation habits 

Siwlcdae of what wrK ie done 

* ^wiowledge of the reference and infomti'n analysis finctionsr the 

range of senrioes and pcoducts offered (botii actual and potential) 

* knovle^ of the activities that are required to offer the services and 

produce the produp^ts 

* knovledge of the various resources that are necessary to sqiport the 

activities 
** knovledge of reference tools 
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KMOMaEDGE 



REFEREMC^lNFORMKnON PtlfLYSlS WFBS LEVEL 



Khowlcdqe of what work Is done foont'd^ 

* knowledge oC ref eranoe and infiuBBtion analysis aeltedB and tedniques 

* knawledge of pecfbnanbe emertad and bow it can be Masured 

* knowledie of job ramnwIMIItlfB and mcMng oGnditions (e.9.« nnge 

of dutiesr pcobafaile ocBpensationt benefitSf etc.) 

KhOMlgdoe of how to do work 

* knowledge of bow to pe rfoni the various activities 

* knowledge of how to use the reference tools 

* knowled^ of how to afiply tbt r e fe r e nce aetfaud? and tecte^^ues 
'* knowledge of perscmd, pcooedbres 

Bricwledcie of the organization and specif Ic work unit 

* knowledge of the ■issionr goals and objectives of the organiation 

* knowledge of tbe structure of tbe organisation and the role of the 

section within the orgBnlzaticn 

* knowledge of tbe various resources available rvitfain tbe organization 

(e.g.r personnelr eguifMntr etc.) 

* kncwle^ of Vbe users' infoDaation needs and reguirmants 



REFQ^QO/INFORHKnCM ittlALYSIS MID LEVEL 



* greata deiptfas of knowledge ape c ificd above 

* knowledge of bow to iqpply the inforaation analysis aetbods and 

tednlginB 

* knowledge of the operations of other sacticns ii: the organiation and 

how tiNy relate to re ference and infonatim analysis 
** knowledge of tL } oontractii.«g pcooessr both in genwal and within the 
organisation 

* knowledge of evaluation fil-hnilr! and tedniques to evaluate flafstcasr 

osLvices ad prodbcts 

* knowledge of quality and production control tedniques and prooeAires 
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REFESEnCE/n^RNKnON MUff.YSIS SENIOR LEVEL 



* grfloter dipths of knowledge qpedf led above 

* knoirledge of public relations tedidques 

* knowled^ of statistical deecrlption» analysis, iutecpretation and 

pcesKitation 

* knovledge of anmilahLe voidoF-sqppIied flgfsteasv senriccs and products 

to siiipoit reference and inf oiBBtion analysis 

* knoNledge of the ooets associated with resources freterialSr perscxnelf 

flpaoe» etc.) 

* knovledge of cost analysis and interpretation MtliodB 

* kncvle^ of MthodB of resource allocation 

* knoirledge of standardSf aeasares and netfaods for evaluating perscxnel 

<* knowledge of alternative ■onaganent struct u res and tteir iapUoations 

for the operation of the section 
'* state-of-'tfae-art knovledge of researdi and practice in reference and 

inf ocaation analysis tedniques 
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REFEKENC^/INFOBMATION ANALYSIS WnS LEVEL 



*** liteiac/f naeiacyf oo^iltlvef analytioalf oonnloatlonSf etc. 

Skills Related to Specifi c Activities 
Ability tot 

* perform sssil activity 

* teach adults 

* use oBpiter and tdeooBuilcations egpiicMnt with ease 

* pecosive the infomtion neede of tbe data user 

* wit-aMlffh xxgpott with ooUeagiies 

•* oamnioate well iy vritteny verbal mi non-^rerbal aeans 
csoUectf analyse and intezpcet data 

* make decisions and recamendations based on available information 

* work independently and in groqpB 

* develop criteria for evaluatiexi 

* .nake effective, timely, and well-informed decisions 

** isolate and define prdDlens and develop the necessaty criteria and 

action for their solution 
♦* manage time effectively 
conduct an interview 

* supervise staff 



REFEI^ENCE/INEOBNATIOM ANALYSIS HID LEVEL 



ffk"i« ^M,^ tff Eftrh Specific Activity 
** Skills listed above are develcped to a greater ateat 
Ability to: 

** analyae, evaluate and syntbesiae infonntlon 

* OGouiicate witb data pcooessing staff on a tednlcal level 

* conduct acctingD witb individuals and groifs 

arbitrate and negotiate 
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REFERENCE/IMFOBHATION fHPLYSlS SEHOOR LEVO. 



Skills llBbed atxve aze developed to a greater extent 



Ability to: 

** aRtlclfote long-range needs of the aection and of the organiB^lon 
*** desigi qfSteeB and pxtoadores to i^ipcove oper&i;icn8 of the aection and 

of the organiaatJ^ 
** aiiply nithnda of ■eeflaraaent and amluBtion 
** budget and aake ptrojections 

** rj^lmiwti^ the use of oxgenizaticnal and section resources 
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R^GRENCVlNFOBHAnON MALYSIS SENIOR LEVEL 



Skills listed ttan are dBvcsloped to a greater eitflnt 

Ability tot 

** anticiiate long-nnge needs of tlie sectlcn and oC the ocgBoiation 
*** deeign kystSB and pcDoedures to J^pcove operations of tbe section and 
oC tb0 ocgjaniMtlon 
ofPly ■H'lwdn of Maanreaent and evaluation 
*^ budget and aake p r oj ec t io n s 

** optiaixe tbe use of cnganiational and section resoiuoes 
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i/INFORNATIQN MiM.YSIS WTSS LEVEL 



Baelc acma 

*** literacy^ nmoMcy, oogoitiver analytical* ccannioaticns, etc. 

Skills Itelat ed to specific Artivitles 
Ability to: 



* petfon saA activi^ 
** teach adults 

** uae on^»w and teleoonuoicaticns equl fcnt with 

* perceive the infoDBation needs of the dsta 

* estahliflh niiport with coUeagisas 

* develop criteria for evaluation 

* aonage tiw e££ectivdy 

* conduct an interview 



REFER£MC^/INFC»?HKnON MOLYSIS HID LEVEL 

Skills Related to Bich Specific Activity 

* Skills listed abo^e are developed to a greater extent 
Ability to: 

** analyse, evaloate and eynthesixe infoiaation 

** ocnuiioate with data pronessing staff on a tectwlcal level 

* conduct BSStingpi with individuals and groqpB 

* arbitrate and negotiate 

REFEXlENCS/INFOBMKraON MIALYSIS SQIIOR LEVO. 

* Skills listed above are develqped to a greater extent 

Ability to: 

* anticipate long~xange n eed p of the aectigi and of t lw ocganintion 

* desigi qfstflBB and peooedures to isprove operations of the section and 

of the ocgMilsation 

* apply Mtfaods of —wirifnt- and evaluition 

* fandgjet aidMke prajjctlons 

* optwae ti» use of 'wganiBtional and section rc 
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REFEREIKS/tNFQRNATION ANALYSIS 



flLspgaitional attitudes 

Attitudes toward Infltitutlons 

* nrapoct for pcof 0B8ion 
** npqpfcl for the section 

* BtBpect for the perofit OEganization 

Attitudes Ttoward Other People 
Otaward Dsers 

* L^e^oipile in gaMcal 

to Iw^l p people 
Like to Met people 

* Like to Mke others £eel ooiiforteble 
Sensitive to others' needs 

Toward Others in the Workplace 

* Respect co-iiOEkers 

* Like to iiork with others/as a team 

* Like to nork on am 

NiUingness to draw upon and share knovledge and experience with 
others 

* Stapportlve of oo^wukers 

** Eh joy nanaglng/sipervlsing othei's 

Personal Qua^l^ kss 

^ Alertness 

* Assertlveness 

* OonpassloirVkindiess 

* Cheerfirlness 
Dapendtfxility 

* Deteodnatioi^linacity 

* Uploncy 

* Bnotional stability 

* Fairness 

M neiifaility/^fersatility 

* fifty Inal Uii 

* finqiiisitiveMss 

Leadership ability 

* Noatness 

Need foe achievenient 
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REFEREMCE/lNEOBMAnON HHPLYSIS 



Personal Qualities foont'd^ 

* Gbjectivity 

♦* Cpeo-BlndedMss 

* qptiaia^tesltive attitude 

* Organization 

* Bitiflnoe 

* Physical endurance 

* Resouioefal 

* Sensitivci/Uiou^itful 
** Soise of honor 

** Saise of ethics 

* Tbleranoe 

Attitudes Related to JobAtork/Organization 
Individual should demonstrate: 

** WilliiigMSB to talM/aooqpt tesponsibiUty 

* HLLlingaeBB to take initiative 

** 1filliii9MBB to fMpond to autfaoritYf apply and foUow policy 

* Realintioi that there is no single *rii^* wy to achieve the goals of 

the s ec t icn/otgBniaation 
♦* Desire to leaxn/tiy 

*Willin9M8B to £Bil 

** WilllnTiess to ask questions 

* Desire to work to best of ability 
** mBnponolvienfBO to tiae constraints 

* hoauaty 

* MllimiMBS to get hands dirty 

* Attention to detail 

* iMllingpeBS to do derioai tasks 
** Desire to fiollal^'throug^ 

** Service orientation 

* Organizational identity 

* millnjuneo to pconote parent organiation and its services 

* Viev of parent wgenisatlon as part of a larger Infonatlon envircnncnt 

* MxUity to see broad picture 

* Ablli^ to sacrifice short-term gains for long-term goals 
** Political sense 

* Goriosity 

* variety of interests 

* Desire to grow personally 

* Desire to grew professionally 

** Desire to rmn\n currant in specitJlc and general subject fUHA 
** Positive attitude tOHUd job 
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REFEKEKCE/INFCXtfnnON ANAL^IS 



Dispoeltlflnal Attitudes 

Attitudes Itaward Institutions 

* Reepect §ac the parent ocgBnixatlon 

M-HHiA*g 'toward Other People 
Toward Dseri:> 

* nnpn c t uaors 

* Like peopLv in general 

* Like to bdp peq^tLe 

* Like to meet peofile 

* Like to sake otiiers feel oanCortabie 

* Sensitive to others* needs 

Itaward Others In the Wortolaoe 

* Like to work vitb othere/as a tew 

** Willingiess to draw qpan and aliare knowledge and experience with 
others 

* Skfciortive of co-workers 

* Alertness 

* Oonf idance 

* ^awwrfulnffflT 

* DEpenAbility 

* DeteadnatioqA^enacity 

* rtplniry 

* ftrt-iinnai stabUity 

* flesitallity/^MBrsatUity 

* Uaaginafcian 

* Saqpiisitiveness 

* Leaderahip ability 

* Heatness 

* 0()en-inindedne88 

* O^tiBieq/tositive attitude 

* OLt^uiMitJjon 

* latianoe 

* IlifBioal endtaranoe 

* RBaouroaful 

* Sense of fauor 

* Sense d ethics 
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MTITIUS 



REFmNCVlNH)RMATION fHALYSIS 



ftttAtUdee Related to JobAtork/Qrqanlzatlon 
Individual cAxxild demonstrate: 



to tak^aooq^ cesponslbility 
Willin^MBB to take initiative 

NilUngMSB to re n pond to antiiority, apply and foUow policy 
BealisBtion tint there is no single "riigiit" nay to actiieve the goals of 
tte section/ocgBnisitioR 
** Desice to lean^try 
ffilliii9M8B to £ail 
milingMas to aak qpnsticns 
Desire to work to beat of ability 
IkwpcwnlvfnfnB to tiae constraints 



Willin^iess to get hands dirty 
Attaition to detail 
Desire to foUoiMlicoiigtk 
Service orioitation 
Orgml art- tonal identity 

miUnjieoo to pcoaote parent organisation and its services 
View of parent Mcgmiation as part of a larger infomatioi environMnt 
MxiUty to see broad picture 

Jlbility to sacrifice alioct-teiB gains for long-teni goals 
Political sense 
cariosity 

Vbxiety of interests 
Desire to grov personally 
Desire to grov professionally 
** Desire to reanin current in specific and goieral subject field 
* Positive attitude toiMrd job 
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ACTIVITIES 



HJBLICATIONS AND PRODUCT iVUfGEmtl SWIOR LEVEL 



1. Mork with senior p<ui££ of various sections to Identify publloatlons (In 
hardcopy anct/ot rixcroform) and qpecial data products (ccnputer tapes 
for distribution to database distributors, special reports and 
listings, reprints, data supplied to fecial subject Interest groups 
for publication of bibliographies, etc.) tMcfa may be developed from 
the master indexing, thesaurus, and acquisitions dKtabes^ or ^ich mer/ 
be pr^red by organization staff 

2. Contract for/conduct market surveys to identify the potential need, 
demand for, and response to the various planned publlcations/^oducts 

3. Reconmend modifications to planned publicatlon^products based on 
analyses of market survey results 

4. Work with the section manager, staff of the respective sections, and 
data processing staff to prepare the production plans and requirements 
for each new publicatlciv^product. Provide special assistance by 
helping them visualize the publications/products and minimizing 
production costs in pl»ining 

5. Following approval/anOiUficaticn of new pubUcaticn/^roduct plans by 
senior management, work with the iqppropriate senior staff to develop 
procedures ar.d establish schedules for the production of each 
publioatloiv^product 

6. Estimate the cost which must be charged for each publioationi/^roduct in 
order to cover costs and make a profit, if applicable 

7. work with representatives of database distributors and other 
organizations to arrange preliminary details related to the use of and 
reiiiixursement for the si^plied data 

8. Draft docimentatlon required to m^port the production and distribution 
of each approved publioatioiv^roduct 

9. work with appropriate organizational staff to plan and identify 
in-house procedures and contract requirements to si:|jport distribution 
of publioatlonfl/pcoducts on donand or on a subscr^ion basis. 

10. Work with appropriate organizational staff to negotiate and monitor 
contracts and other agreements in support of production and 
distribution of publicationai/^roducts 
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ACTIVITIES 



HHJCacriONS and ITODDCT MMlAGDIEin' SENIOR LEVQj 



Planning focnt'd^ 

11. Work with appropriate organizational staff to develop plems and 
procedures for distribution of copies (hardcopy or microform) of 
materials Indexed by the center/clearln^^toujae 

12. Work with legal counsel to develop documentation i^ch may be conpleted 

a copyrig^ holder to grant permission to the center/clearinghouse 
an<Vor its distributing agent to reproduce and sell copies of the 
original material 

13. Wbrk with apppcopriate organizational staff to negotiate and monitor 
contracts and other agreements in support of microfilming original 
materials^ oxivertlng the film to fidie, and supplying hard/fiche 
copies of the materials on demand or on a subscription basis; all 
microfonns should meet federal and national standards. 

niifaihB«> nnordlnation 

14. Keep abreast of industry-wide standards for online databases 

15. Work with senior data processing staff and staff of the respective 
sections to ensure that established standards are maintained in online 
files developed by the organization 

16. Work with senior staff In the reit)ective sections and data processing 
staff to develop methods for testing the technical Integrity of each 
database/software padcage prior to rdease of ti^ee for publication 
prooessingr for distribution to database distributors, or fbr sale 

17. Work with appropriate sU^f In the reqiective sections to ensure that 
the content data In each database is readjf for release on schedule and 
fulfills quality and quantity requirements 

18. work with data processing ataffr representatives of database 
distributors and photocompositionAl<3eocomposition extractors to 
ensure that the data is released in formats compatible with the 
receivers' ifysteros 

19. Coordinate In-faouse preparation of docunentation and training programs 
for rq>resentatives of database distributors; provide then witii an 
overvieif of the content and potential uses of the data contained in 
eadi database 

20. Coordinate staff review of database docunientation created ty database 
distributors for th«.dr clients 
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ACTIVITIES 



mBLKXnOtS AND PRODUCT MANAGQIQir SBHOR LEVEL 



Dwt-iihHBe fhordlnatlon foont'd^ 

21« Coordinate thie sending of conputer tapeB to the database distributors 
en schedule 

22. Sijpervise the maintenance of docunentation files for each database 
released to database distributors 

23. Maintain a statistical record of the use of each database by database 
distributors' clients 

24. Maintain a financial record of the royals/usage charges received from 
database distributors 

PublicaMong Ooordination 

25. Work with in-house staff and contractors to ensure that all deadlines 
are met in the lacoduction scheme for each publioitlcn 

26. Coordinate operations rdated to the processing of illustrations for 
publications! 

make/obtain half-tone photos and/or line cuts 

crop photos as required and mark their locations on galleys 

write captions 

choose type 

paste up boards 

ensure return of negatives from publieher and file 
return artwork obtained on loan 

27. Provide guidance, as needed, to senior staff of the re^ective sections 
in development of objective, user-oriented introductory materials for 
publication 

28. Send galleys of introductory materials for typesetting 

29. Coordinate the proc^reading of the introductory materials by senior 
staff in the ref^iective sections 

30. Obtain computer tapes of the content dsta for each publication aid send 
to the appropriate source for computerized photocomposition/ 
videocon^x>8ition 

31. Receive the positive or negative camera-read/ copy 

32. Work with senior staff of tite respective sections to ooordlrate the 
proofing of the camera-read^ content diita 
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ACTIVITIES 



FOBLCGKnONS AND FfOTOCr mSftSmrS SQUOR LBJtL 



P»bllnatlmB Coordination foont'd) 

33. Desigi or contract for the ck^ign of the covers for eadi ptMlcation 

34. EBtabllGfti a c6Ior rotation cycle fnr the co^^ers of succeeslve year's 
issues/c jnulatlcns 

35. Ol3tain/a88i9i piiillcatlon nunbers for ear*) publication, as required 
(e.g., volune and Issue nunbers, in-house docunoit nunbers, publlilier's 
series nunbers) 

36. Obtain an ISSN for each title published as a serial 

37. Obtain Qitaloging-in-Publlcatl(m (QP) data for each publioatlon/ 
series 

38. Acply for copyrl^ for ebch publication.. 1^ afiproiMriate 

39. Send the c^lete package of canerar-read/ oo|y to the printer with 
iqtecif icatlcns for the size of the publication, the cover color (s) , the 
type of binding, the t^pe of pi^i, the nunber of copies (for infuse 
use and flhipient to distributing agent) , etc. 

40. For data to be publiahed by special subject interest groups, send the 
camera- ready content data to the respective organizations for 
publication processing 

41. For microfonn publications, send conputer-output-microfilm (ODH) and 
introductory copy to the appropriate contractor for ttie creation of the 
masters and production of copies. Sgecity the nuiy3er of copies for 
in-house use and for shipnent to tbe distributing agent 

42. For special or occasional publications, provide guidBoioe, as needed, to 
senior staff of the respective sections regarding writing the 
introductory material, so that the piidication will not be outdated too 
quickly by use of time-linked wording 

43. For approved reprint publioatiaA, send negatives, if available, to the 
r^rlnt publisher; ensure that all negatives are returned 

44. Ke^ trade o£ costs r^ted to prc:^4iction of each public&tion; r 'te 
co^ trends 

45. Notify the req)ective sections of the costs associated with production 
of each of the publications 

46. Supervise the maintenance of files related to production of each 
publioatlon 
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HlBLICmONS AND PRODUCT MMWGEMBir 



SENIOR LE\^ 



Ifcrhetlng 



47. Prepare ackrer Using brocburee for eadi puUloatioiv^roduct; coordinate 
review ty appropriate ^--house staff prior to pubLication 

48. Bequest/purchase mailing lists from appropriate sources to reach the 
target audience for each puULication^oduct 

49. Coordinate mailing of sanples of net^ publioaticns to the editors of 
journals and reference guides in the iQ>CMropriate subject fields 

50. Nbrk with a graphics desigier to prepare copy for paid aArertisements 

51. Purchase advertising space in appropriate journals 

52. Plan and staff exhibits of publications/products at professional 
meetings and conferences 

53. Ooordinate the preparation of a list of piMicatioPfli^roducts produced; 
publish the list as a separate or include the list (full or partial) in 
each title published 

54. Ocxitact knam users of each publicatiorv^fMCoduct to get feedbadc on rays 
the pubLicatioiv/product may be improved 



55. Assist users, as requested, in resolving problems iiAiich they may 
encounter in obtaining/using the publications/products from the 
desicpiated distributing agent (s) 

56. Plan and coordinate a marketing program to make potential user groups 
aware of the services prorided by the information center/clearin^use 

57. Contact users of the services of the information center/dear ingbouse 
to get feedback on ways that the service may be impra^ed 

58. Attend professional meetings in the informaticm field and in 
publications and data products management; prepare reports for 
dissemination to staff 

59. Keep abreast of develO[xnents in the information field that affect 
publications and product management and information centers/ 
clearin^^x>uses 

60. Develqp contacts with other professionals in puhlicaticms and data 
products management 



other 
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ACTIVITIES 



HlBLICnnONS AND PRODUCT MMiKSQfEMT SENIOR LEVEL 

Other IcxMiVd) 

61. Perform cqpeclal studiee, as asslgied 

62. Oonduct business ky phone, iriien appcoptiate 

63. Ntlte memos and letters, as reqpjired 

64. HEiinlain a record of work performed 

65. Make recomnendatlons to the sectlcm manager for improvement in 
operation of the section 

66. Attend and participate in staff meetings 

€1. Provide as overview of the operations of the section to visitors, as 
requested 

€8, Train and supervise sifsport staff, as required 

69 • Nbrk to develop ^esprit de corps" among co-workers and staff supervised 

70. Assist section manager in writing job desertions for self and for 
staff supervised 

71. Assist section manager in developing performance standards for self and 
for staff supervised 

72. Assess performance of existing equipnent/systems used in the section 
and investigate oapafcdlities of other equipment/eystems 

73. Beconmend acquisition of new/additional equipnent/systons 

74. Train section staff in operation and maintenance of equlpnent/eystems 

75. Draft statements of work for contract proposals for services, systems, 
equipment an4/or maintenance 

76. Evaluate contractor's proposals 

77. Write articles for E^ofessional joumals/hewsletters 

78. Draft statements of eection procedures and policies; draft revisions as 
required 

79. Flowchart and docunent section procedures 
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ACriVlTlES 



PUELICKriONS AND PRODUCT MM»SEME»T SQUOR LEVEL 

Other foont'd) 

80. Pr^re manuids of procedures 

81. Assist section mar^ger in cn*>gDing systens analysis of the section 

82. Analyze statistics for all operations in the section and prepare draft 
statistical rqports 

83. Assist section manager in preparing the annual budget for section 
operations 

84. Function as section manager in his/her absence 
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RBEJCAnOiyFIOXKT MAN^SEHENT 



SBHOR LEVEL 



*** knoirledge relatea to liteoKYf vKmeagy, iiMiilml Ifniif etc. 

knoirladge of the priaaiy subject field of uaers aecved (e.g.* 
ednoBtloDf Mdicliier dMsiet^r etc*) 

* knoirledge in gneter di|*li in specific edtjects* (e.9.» ednoev Bathv 

end emricomwntal ednoationy handioeiped and gifted diildreni 
rf^itq and ooaaniicafcicB ifcllla? etc*) 

* knowledge of f oceigi languages 

Inf ormatlon Science Khowlcdge (Geneilc) 

^ knovledgie of dBflnltlmn, atnctiirer and fboDBts of Infonation 

* knorled^ of altenative aHCTc ha e to the organiation of infonation 

* knowledge oif alternative approaches to retrieval of information 

* knowledge of altematlim approadies to information managenent 

** knowledge of available and energing information tednologleB and their 
appLioations 

* knowledge of completed and ongoing research in the field and its 

appLicab.'J.ity to practice 

* knowledge of career oiportunities 

** knowledge of bar to lonm on an flnjolnj tasis 

Khailcdge *tTfflrt- 1nfftn«**^<"" anvircmentB 

* knowledge of the enwnfllng infonation i wiilty, its participants and 

tfaeir intetEelatloMliipe (aodalv eowwrir, tectaioalv ete.) 

knowledge of the variety of work settings and their organizational 
structures 

* knowledge of the functions performed within the various work settings 

and the services and products offered 

* knowledge oC the nseis of tlie serwloee and pcodDcts» tlielr dmracter- 

IsticB and |if f i * p— ' Vw iMhlts 

Khojledoe cf what work ia done 

*** knowledge of tlie piiaicrtione and pcodnct —ngH ftnetions, tbe 

nnge of secvioes and pcodoctii cCtand (bodi actnal and potwtial) 
*** kno wXedja of tiie MtMtiae that en ceqaiied to offer the secvioee and 

*«* knowlSalry^Sie^aa^tM ceeoones tint are naoeasaxy to s^pxt the 



knowledge of netlaods and tedniquee for poUications and ptodont 
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HBLZCKTIOIVmXJCT NANMGQOT SENIOR LEVEL 

Khoirledac of what work la done rcont'd^ 

** knowledge of perf onnanoe opected an^ hew It can be measured 
•* kunrladge oC job cMipODBihlUtieB ind wttUng onnaitlonB (e^., nnge 
cC dotlM, pEotaUe of[wntia?. bmCitSr «tc.) 

BMwledoe of how to do work 



knowlaaie of how to pacfoa tte variouB activltlaB (e.g., oondoct 
■ftcket ramysy PlAn aair pabllcationq/jprodactBr coordinate 
FKodDction oC pnW Icafrlwn^ p g od u c A s y ate.) 
•* tamrladge of how to anly tiia MUnda and HrtnlgBM of laWiflaHons 

and pcodDct ■aoagaHnt 
** kmrlodga of p Boo gi aa dto g taitnlqw and pro oaa iw 

* knowledge of parsonnti. pcooeduraa 

* knoiMge of the oontractlnj ptoceeu, boOi In gnanl and witfain the 



* knowledge of evaluation netbods and tecfanigueB to evaluate siyatans, 

eeivioes and products 
knowledge of qnality and nDcdnction contcol tecimViBBe and pcooedtaies 

* knoMledge of piilic itiatiane tadnlqnae 

knwledge of stetistioil daecdptim, analyeis, Inteipcetation and 



* knowledge of availafale vstaaw, eeivioee and pfodnets to sqpport 

ptiiUoatlflns and pradnct aanegMnt 
•* knowledge of the ooets aew cial ed with leeoncoae Ovtedals, pecaonMl, 
etc.) 

•* knovledge of coat analysie and intetprelalion natfaode 

* knowledge of natliDdB of vaeouBoe e11oniHm 

* knowle^ of afcanduda, ■■■ma and nathoda foe emlnatlng pecaooMl 

* kno w ledg e of eltem atfae ■amnwwH etmctnceB and tbair japlicaticne 

tOK tint CpSfllfclCD of MCfclflB 

* state-of-the-«rt knowledge of resaarch and practice in publications and 

product nanagnent tecfanigues 

Khcwlfldpe of the Qrymigation mA «y^<^<n ynrk 'Tilt- 

** kn o wl edg e of tiia adaekn, goals and objaetltee of tha ocgnimtion 

*• k n o wl edg e of the Anobm of the opjwiaatlfln and the cole of the 

ant I Ion wttliln tlia ** npff faitAon 
** knowledge of the ▼arions pcojeets and key penwnnel within the 




of tfaa poiielaB and p apoad to a e meaant to eaotlon cpentlons 
knowledge of the mOam vaHuoaa aeanahle wtthin tha orgMilmtlon 
(••g., Faao»a, aqnipnanb^^ ato.) 
•* tamdedga of tha ciMgatlcne of othac aacticne in tha orgtltion and 
how tbqr laiate to pdblicationB and pndnst 
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H]BLIC»TIOIVl>R0DUCr mWSEMEm SENIOR LBIEL 

* knoirledgie related to lltecacy* nmexacy, iiMiiliiilicns, etc, 

** knowledge of the priaaiy sabject field of users served (e.g.* 
wlirnUnn, ■ediclne, €twlwtry» lawr etc.) 

* knovledge in greatci: dipUi in specific siAjectSr (e.9.r sdeioer aathr 

and envixonsental educationy handicapped and gifted cbildrcni 
reading and ii—iiIihI Uii ddllSr etc.) 

* knowledge of Cwei9i langnages 

Infonmtien Sclenoe Khcwladge (Generic) 

** knoMledge of def initionr atmctnrer and fboats of inCoaation 

** knoMie^ oC alteuMtive a it nii a d ie B to tte ocganintion of infonation 

* knoMled^ of altamative at^aoadiee to retrisval off inConatiion 
** knoirled^ of altenaatiwe t fgnadbm to iiifois H i In n ■anagoMnt 

** knoMled^ of available and wwrglng infonation tertwmlngtas and their 
app l ioBt iio n s 

* knowledge of ocspLeted and ongoing research in the field and its 

applicability to pcactioe 

* knowledge of career qiKWI i a ilf-Iwi 
knowle^ of how to learn on an ongoing basis 

Khowlcdgg about iafonwil-inn unrlr gwlrcnnenta 

* knowledge of tte expanding inftanatian coBuiityr its particiiants and 

their intercdatiaaahips (sodalr erxmrir, tectaloalr etc.) 
knowledge of Vbt variety of wocfc settings and their ocganisational 



* kncwledge of the fmctions p er f oesed within tiie various work settings 

and the services and products offered 
** knowledge of the usees of the services and pcoAKts* their character- 
istics and inforsaticn habits 

Khowlcdgg of Mhat work Ig done 

** knowledge of Ute prtflifsticns and pcodbct sanaijunil fmntions, the 

range of services and pcoAic±s offered (both actual and potential) 
** kno wledy of the acttHt ies that are cagnirad to ofta: the services and 

** kwadodge of the various rasooroes that are naoeaaary to suiport the 
activitiat 

** knowledge of uethods end tednigne s for poblicstions and prodnct 



* knowledae of nrfoaance — '•^•^ and how it can be 
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H]BLIGATIOH/^>nODDCr NMlMSMEIfr SENIOR LEVEL 



Khnwledpe of hew to «3p work 

** kaoMlfldge oC hmr to pecfioni tte variooB actiiritieB (e^g.* ooodact 
■arket sunrcysr plan now publicationi^rodiictSr coordinate 

** knoirladge of bw to aivlY tbe MtliodB and todniqiHS oC pofalioatlais 



* knovledge of pcoof reading tecfanicpies and procedures 

* knowledge of persoim^l procedures 

* knowledge of efloatton ■enmflw and frartnlgnwi to cwalnate ^sfceasy 

aecvloea and pradttcta 
** knoaledge of qoali^ nd pBodnetion oonfciniL tacinigDeB and p coced u re s 
** knoMladge of piidic relatiaiB tedaiiqnea 

* knowledge of atatiatical daaccipfcion* analysla, Intarprekatim and 



* knowledie of avallaUe qrataaa, aervioea and producta to aippoct 

piWInm-linna and pcodttct BBnagaacnt 
** knowledge of the ooata aaaoctarad with raaourc 
^paoor etc.) 

k* knowledge of coat aHdyala and Irt , f i p '^T t'i Ufln 
htwwliifljft of filhmli of iMOutcio aUooatiai 

* knowledge of atantedif — waa and Mthoda for evaloBtlng peraonncl 

* knowledie of aitaoatlaa aanagaaBafc atmetoraa and tlieir Ji^iloBtiona 

atate of the art knaeladie of raaaarrti and practioft in pofaUoaticna and 
prodnct 



Itocwledgc off the orffanigatlcn and apaclf Ic work unit 

knowledge of the adaalon» goala and oSijactlaea of the orgBnittticc 
** knowle^ of the atraotara of tlie oa^niaation and the rola of the 

aection witbin tbe orgMiiaation 
** knowledge of tlia varlooa paojacta and key paraonnal within the 



* knowledge of the polieiaa and pKOoadncea nlaaant to aaotlon c pe r at icn a 

* knowledge of the raaOom r aao uc oe a aiailalfla within the organintion 

l;q„ p a i- a waw i, a gnlj—i r ate.) 

* knowledge of the opacationa of other aectlona in the orgmiflition and 

how tbBjf waate to piWIcattflna and pcodnet 
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HBLicmorvi^RODucr management 

SIcillg Rrfalied to Specific Activities 
Ability to: 



SENIOR LEVEL 



*** litecacy, nmetacv, oogoitive* analytical, coBuiioaticDBf etc. 



* perform ^acb activity 

* fwl-ahllfti tatgoit with collmgueB 

*** ry—iikiiU wdLl by vtittm, verbal and non-vntal Mans 
** ocOlect, analyse and inteqpcat dita 

*** wBke dacdsiaiB and iwibiimIiI Iihii based on available inComatiai 
** woKk Jndepaadently and In gnNfiB 

* pecfom aadantaqr vodc 

** develop criteria for evaluation 

** Bake effective, tianly, and vdl-inf caaed decisions 

** isolate and define pcoULaiB and devdop the necessary criteria and 

action for tfaeir solution 
** aanage tiw effectively 

* conduct an interview 

** conduct fetinria with individuals and groups 

** sqpervise staff 

** arbitrate and negotiate 

** anticipate long-iange needs of the section and of infomaticn users 

* desigs ynlfaw and prooaAires to Ispcove section opCTationa^oducts 

* aiiply Mtboda of neaaurawnt and evaluation 
** budget and soke projections 

** optisize the use of organisational and section resources 
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SKnus 



RjBLiovnoi^A'noDucr nai»semeiit sanoR levq. 

* litecacy, iHBecacyr oo^iltlver analytioBlr iiMiiliml liim» etc. 

fiUna Poiatfifl gPftPific Activities 
Ability tot 

* pecfoKB stA activity 

* flstafalidi r i p p ^ f ^ witii oo3lMgii08 

* imhiImiIii well urittair vecfaal and i MH- v ac L al Mons 

* coUflctr analyse and inteipc«t dtata 

* BBke dWRlalinna «d iiMiainftil limi based on available infoaation 

* vocfc Jndqpendntly and in groqps 

* develop criteria for eralMticn 

* aake eCCective, tJMlyr and wall'-infonMd dBciBlflns 

* ladate and define proBiMB and develop tlie naoeaeazy criteria md 

actiqn for tliair aolution 

* aonage tJae eff ectivdy 

* condiict ne«> Ingn witli individoala and groqpe 

* aqpenriae ataff 

* azbitsate and neootiate 

** antidiMite lonj-cange needi of tf ** ^ aection of Infonation ueers 
^ daaicpft ^^ateaa and prooeAirea to iaprove aection ^)^>^ni^foi|i^^py^^i^-i| 

* tfgiy wf 'h od iy of MaanraMnt and evaluation 

* N ^j f* and aake projections 

* opMalsf the uae of or^nisational and aection reaoarces 
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Dlaposlt<nn«i A«-tltudeB 

Attitudes Itoward Institutions 

Respsct fot pcodfcoDlon 
*** neq pec t for the pafaUoBtions and pcodoct ■anmjmciii sectian 
Rsflfwcfc foe tbs pBTcnt OEgflnix&fcljon 

Attitudes Ttoward Other People 

Tnward Dsers 



* Like people In general 

* Like to help people 
** Like to meet pec^e 

** Like to make others feel comfortable 

* SoiBitive to otfaerii* needo 

Toward Others In the workplace 



* 

** Lite to wocfc with otbera/aB a teea 
* Lite to work on am 

** WillinjMWB to draw vixn and ahare knowledge and experience with 



* Skfipoctive of oonorkers 

* Bi joy ■Humjlu^wpenrlfling otfaers 

Personal Qualities 



** OoqpassioiVKinchess 

* - — 



** Cheerfulness 
*• nqpanaabilily 

* lUH'malnatia^BBnacity 

* Bntknil atability 



n«dbmty/\terMtllity 



* In:j liBitivenesB 



NB6d foe ftrHliwwnt 
<^ Ol^jwtivity 
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Personal ftialltles foont'd^ 

* o|ptjbida!/Po8mve attituae 
** Ocgmiaftiai 

** Patience 

** Physical endurance 

* Rnrjuioeful 

* SensitivesAhou^tful 
** Sense of huncr 

* Senae of ethicL 

* Tolerance 

AttitudBB Related to JobAtork/OrganiTaticn 

Individual should demonstrate: 

*** miliiiTMBB to taki/aooeiit rwponsiMIlty 
*** lliIlin9M86 to take initiative 

*** NillingMOB to respond to authority, tpply and fcllov policy 
** Reallatian that tiwce is no single *rig|bt" my to adiieve the goals of 

the section/organixatlcn 
*** Desire to leam/try 

* Willingness to fiail 

*** MllingMss to aak questions 
** Desire to work to best of abUity 
*** RespcnsiveneBS to tiae cxnstraints 
*** AooiiaGy 

* NillingMSs to get hands dirty 
*** Attntion to detaU 

*** Desire to foUov^throoglh 

* Secvioe orientation 

* OE^niational idntity 

** Willinjwin to pcoaote parent ocganiation and its services 
** View of parvat wgaaiutian as part of a larger inforsation en vli aient 
*** Ability to see braid picture 

** Ability to sacrifice sbort-'tem gains for long-term goals 
*** Politioal smse 

* curiosity 

y&ciety of Interests 

* Desire to grow personally 

* Desire to grow professionally 

** Desire to twain curroit in ipedf ic and general subject field 
*** Positive attitude tOHard job 
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Dtaaositional Ahtltudea 

Attlfaiiteg Ttahard IhBtltiAlonB 



* 
* 



for the publicBtlons and pcodtact 
£bc tte pBccnt orgBnimtlon 



Attltudfeg Toward Other People 
Toiard Dftera 



* like people in gneral 

* Like to bdp peqple 

* Like to mmt people 

* Sensitive to otiiers" 



Tamrd Others in the Workplaoe 



* Like to noKfc with ottMn/aa a 

* Like to nock on oin 
** llillin9M8B to 



i9on and atere knoirledge and emerienry with 



* Ofiportive oC oo-nockers 

* Bi joy aaneging/flqpecviaing otiiers 

Personal Qualltiee 



ni|>i "MM J 
Kotlflnal staUUty 



rieilMI ItyAtewtllity 



LaiAcriiip ability 
Objectivity 



GptiBifll/tesitife attitude 



fltaisitJsiit^Bioii^itful 



141 

95 



HBTi'lUUHS 
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Attitudes Rfilatcd to JehAfai ..ryin<rj.»4rp 

Ihdividual dnuld demonstrate: 

* 1lllIk..'9Be8B t» taki/aooqpt CMponaibility 

* irtin- J I to tite initiative 

* i milnji e — to tmpoaa to anUxkrityr airily nd follow policy 

* BfiUMti c n tliBt tliere la no aingde "rl^" wy to achieve the goals of 

tbe aectiax/bcqanintion 
** Oesiie to Uani/txy 
— irilUnipiaaa to fail 

* lliUJii9M8a to aik qneatlons 

* Dasire to nock to beat of aUllty 

* ReiponaiveMaa to tJaa oonatadnts 

* Wlllin^ieas to get hands dirty 

* tttontion to detail 

* Desire to foUoiMliroa^ 

* Sexvioe orintaticn 

* OEgBniatiooal idntity 

* i mUnjia a B to pcaaote parent ocgniaation and ito aervioes 

* View of parent ocgsiiation as part of a larger infonation emriroment 
** Ability to aee bcoed picture 

* Ability to aacrifioe flbnt-tonD gains for Icno-'teim goals 

* BoUtioal anae — if-— 

* GOrioaity 

* Vhriety of inteceato 

* Desire to grow peraonally 

** Desire to grow pcof eaaionally 

** Desire to reaaln current in specific and general eityject field 

* Positive attitude toward job 
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